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THE ACCOUNTANTS (EXAMINATIONS) RULES
[Legal Notice 152 of 2022]

PART | — PRELIMINARY
1. Citation
These Rules may be cited as the Accountants (Examinations) Rules.
2. Interpretation
In these Rules, unless the context otherwise requires —
“Act” means the Accountants Act (Cap. 531);

“agent” means a person either natural or artificial not being a member of staff, appointed
by the Examinations Board to undertake examinations related assignments from time to
time;

"accreditation" means the formal recognition and confirmation by certification that an
institution has met and continues to meet the quality standards of, training and competence
set by the Examinations Board in liaison with the Ministry of Education in accordance with
the guidelines set out in Part lll of these Rules;

“area coordinator “means an officer appointed by the County Education Officer to
manage, control and handle all the examination related matters of the Examinations Board
at the sub-county level during the administration of examinations;

“attempt timer” means a clock indicating the time limit for starting the examination offered
by the Examinations Board;

"Cabinet Secretary" has the meaning assigned to it under section 2 of the Act;

“candidate” means a natural person who has been registered by the Examinations Board
and has been entered for an examination;

“chief invigilator” means an officer appointed by the Examinations Board to manage,
control and handle all the examination related matters of the Examinations Board at the
assigned examinations centre during the administration of examinations;

“computer-based examinations” means an examination that is conducted online through
the use of internet or a computer-aided facility;

“Examinations Board” has the meaning assigned to it under section 2 of the Act;

“examination centre coordinator’” means officer appointed by the Examinations Board
and designated as an examinations centre coordinator to coordinate logistical matters at the
examinations centre during the administration of an examination;

“examination materials” means any materials and or equipment made available by the
Examinations Board to a candidate during an examination, including but not limited to
examination question papers and examination answer booklets;

"examination timer" means a computer clock that shows current, start and finish time
with countdown set in hours and minutes to let candidates know how much time is left while
taking examinations;

"institution" means an institution accredited to offer training in subjects examinable by
the Examinations Board;

"online remote proctored examinations" means computerized examinations conducted
through Examinations Board’s online examination portal, during which a candidate is
monitored virtually and in real time by an online proctor, and for which control and monitoring
also takes place afterwards, on the basis of video and audio recordings made during the
examination;
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“online proctor” means a person tasked with invigilating online exams via Webcam;

“professionals’ examination” means any examination offered by the Examinations Board
which is classified under category seven of qualification pathways issued by the Kenya
National Qualifications Authority in accordance with the Kenya National Qualifications
Framework Act (Cap. 214) or any other qualification set out by the International Federation
of Accountants or any other regulatory body, locally or internationally;

“registered student” means a student who having met all the entry requirements set by
the Examinations Board for any of its examinations, has been duly registered and has a
registration number;

“supervisor” means an employee of the Examinations Board or employee of Government
deployed to monitor the conduct and administration of examinations within a given
examination centre or group of centres;

“technicians’ examination” means any examination offered by the Examinations Board
which is below the professional examination and includes but is not limited to vocational,
certificate and diploma examinations; and

“‘webcam” means a video camera that feeds or streams an image or video in real time
to or through a computer to a computer network, such as the internet.

3. Objects and purpose

The objects and purpose of these Rules is to govern matters relating to the
administration, management and conduct of examinations offered by institutions and
accreditation of institutions by the Examinations Board in accordance with the Act.

PART Il - EXAMINATIONS RULES
4. Scope of the Rules

These Rules provide for the following —

(@) development and review of syllabi for examinations offered by the
Examinations Board;

(b) accreditation of institutions offering training in subjects examinable by the
Examinations Board;

(c) administration, management and conduct of examinations of the
Examinations Board;

(d) examinations’ irregularities and the penalties thereof;

(e) issuance of certificates by the Examinations Board,;

(f) exemption and equation of certificates including prescribing what
examinations may be equated by the Examinations Board in liaison with the
Commission for University Education, Technical and Vocational Education
and Training Authority, Kenya National Qualifications Authority or any other
relevant statutory body;

(g) examination fees and other charges payable to the Examinations Board; and
(h) approval of publication of books and other materials relevant to examinations
offered by the Examinations Board.
5. Registration requirements

(1) A person shall be deemed to have been registered as a candidate upon meeting all
the entry requirements set out in these Rules and paying the registration fees.

(2) A birth certificate shall suffice for identification purposes for registration until
a candidate acquires a national identification or any other recognized document for
identification.

(3) The Examinations Board has the right to reject any application for registration for
a justifiable reason.
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6. Booking of examinations

(1) An examination entry, which shall be in the form set out in the First Schedule, shall
be accepted from a registered student.

(2) The Examinations Board shall assign each candidate a registration number upon
registration as a student of the Examinations Board.

(3) The closing date for the receipt of entries for the various examination sittings shall
be determined by the Examinations Board from time to time.

(4) Notwithstanding the provisions of sub rule (3), the Examinations Board may extend
the date of students’ registration under special circumstances.

(5) Where the Examinations Board extends the closing date under sub rule (4), the
Examinations Board —

(@) shall allow adequate time for the administration of the examination;
(b) may charge additional fees for any such late entries; and
(c) shall keep a record of the students registered under special circumstances.
(6) Once registered students have been entered for a particular examination sitting, a
summary of all the registered students shall be tabled to the Board.

(7) The Examinations Board shall circulate the register of students to the designated
chief invigilator before the commencement of the particular examination sitting.

(8) In each examination sitting, the Examinations Board shall, upon approval by the
Board under sub rule (4), transmit a list of all newly registered students entered for the
certified public accountant examination to the Institute, on or before twenty-one days after
closure of the register.

7. Allocation of examination centres

(1) The Examinations Board shall assess and identify appropriate centres for each
examination sitting of the Examinations Board.

(2) A registered student who has been entered for an examination, may select three
or such other number of examination centres as may be determined by the Examinations
Board in the order of priority for consideration and allocation by the Examinations Board.

(3) The Examinations Board shall allocate examination centres to students who apply
under sub rule (2) based on capacity and availability of the centres.

(4) Despite sub rule (3), the Examinations Board shall reserve the right to
transfer candidates from one centre to another centre, for the efficient administration of
examinations.

(5) Where the Examinations Board transfers a candidate to another examination centre
under sub rule (4), the Examinations Board shall communicate such transfer to the candidate
in writing within forty-eight hours or any other time, in the event of an emergency before an
examination commences.

8. Examination sittings

(1) The Examinations Board shall determine the number of examination sittings in each
year and reserves the right to reschedule any or all examination sittings.

(2) Where the Examinations Board reschedules an examination sitting under sub rule
(1), the Examinations Board shall notify the affected candidates and the public within
reasonable time.

9. Conduct of students in the examination room

The following rules shall govern the conduct of students in the examination room —

(@) a candidate shall present himself for an examination at least thirty minutes
before the scheduled time for the commencement of the examination he or
she is taking;
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(b)

(©)
(d)

(e)
®
©)
(h)
@)
)

(k)

o

(m)

(n)
(©)
(P)
(@)
("
)
®

(u)

a candidate shall identify himself or herself before being allowed to sit an
examination by presenting his national identification or any other document
approved by the Board to sit an examination;

a candidate who arrives more than half an hour after the commencement of
an examination shall not be allowed to take the examination;

a candidate shall not be permitted to leave the examination room until after the
end of the first half hour from the commencement of an examination provided
that a chief invigilator may remove a candidate who is disruptive, less than
the first half hour from such commencement;

a candidate shall sit at the place indicated by the assigned registration number
in the examination room;

a candidate shall indicate his registration number on the answer sheet;
a candidate shall not insert his name on the answer sheet;

each answer sheet shall have a serial number indicated on the top, left hand
side;

a candidate shall indicate the serial number of the answer sheet used for each
examination paper in the signature register;

the Examinations Board shall provide stationery in the examination room, but
candidates shall bring their own blue or black ink pens, pencils, rulers or any
other materials or equipment approved by the Examinations Board;

electronic devices and other equipment including but not limited to mobile
phones, pagers, laptops, e-readers, tablets, smart watches or any other
devices capable of transmitting, storing or receiving information whether
internet connected or otherwise, electronic equipment capable of being
programmed to hold alphabetical or numerical data or formulae, shall not
be allowed in the examination room unless otherwise approved by the
Examinations Board;

no stationery shall be removed from the examination room for physical
examinations, except that which a candidate is permitted to bring into the
examination room;

a candidate shall not use calculators unless such calculators are noiseless,
cordless and non-programmable unless approved by the Examinations
Board;

a candidate shall observe strict silence and shall not cause any form of
disturbance during the entire duration of the examination;

a candidate shall not possess any notes, printed paper or books in the
examination room;

a candidate using a clipboard shall ensure that such clipboard has no writing
and the chief invigilator, who confirms that a candidate’s clipboard has any
writing, shall disqualify the candidate from taking the examination;

smoking shall not be allowed in the examination room;

no food or drinks shall be allowed in the examination room;

a candidate shall not collude in the examination room with any other candidate
or agents of the Examinations Board;

during the course of the examination, no candidate shall leave the
examination room without permission from the chief invigilator and any
candidate who does so will not be allowed to return to the examination room;
a candidate who finishes an examination before the chief invigilator
announces the end of the examination and wishes to leave the examination
room while the examination is in progress shall inform the invigilator and hand
in his or her scripts to the chief invigilator before leaving the examination room;
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(v) notwithstanding paragraph (u), no candidate shall be allowed to leave the

(W)
)
)
@

(CEY

(bb)

(cc)

examinations room during the last fifteen minutes of the examination;

a candidate shall not leave the examination room with any answer booklet
or answer sheets;

a candidate shall not leave the examination room before his answer booklets
and the question paper are collected by the invigilators;

a candidate shall not write notes on the examination timetable;
a candidate shall not write on the examination question papers;

a candidate with confirmed disability and registered with the National Council
for Persons with Disabilities, may apply to the Examinations Board to be
allowed extra time during the examinations;

an application under paragraph (aa) shall be made at least two months prior
to the examination and shall include the relevant supporting evidence as may
be determined by the Examinations Board from time to time; and

a candidate shall not carry weapons inside the examination room.

10. Rules on computer based examinations

The following rules shall govern the conduct of computer based examinations —

@
(b)

(©)

(d)

(e)

®

subject to rule 9, the Examinations Board may administer computer-based
examinations;

where the Examinations Board administers a computerbased examination,
the Examinations Board shall set up examination centres for that purpose or
use any other method approved by the Examinations Board;

where a computer-based examination is being administered virtually or
remotely, the Examinations Board shall have power to determine devices
which can be attached to the candidate’s computer for purposes of monitoring
the administration of the examination;

where there is an examination centre for computer-based examinations, the
Examinations Board shall ensure that —
(i) acandidate has access to internet connection during the examination;

(i)  the examinations centre has a conducive environment for taking an
examination;

(i)  the candidate observes all conditions set out in these Rules;
(iv) the candidates are given clear instructions by the invigilators
throughout the examination;
(v) the needs of persons with disabilities are taken into account before
selection of a computer-based examination centre;
(vi)  all computer-based examinations are commenced and completed at
the scheduled time; and
(vii)  no one Internet Protocol address is used simultaneously to take an
examination;
a candidate taking an online remote proctored examination shall prove his or
her identity prior to the examination by—
(i) taking a photograph of himself or herself with the webcam, with the
face being fully visible; and
(i) taking a photograph with the webcam of a valid proof of identity
including a closely resembling photograph;
for online remote proctored examinations, a candidate shall show the test
environment by making a 360° film of the test environment with the webcam;

and the film must enable the invigilator to check whether the environment is
in line with the following requirements —
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)

0]
(if)
(i)

(iv)

)
(vi)
(vii)

the candidate’s test environment is quiet and tranquil;

there shall not be any other people in the room;

the desk or other workplace, shall only have a computer and, in case
the computer does not have an internal webcam, an external web
camera;

notwithstanding sub paragraph (iii), only explicitly permitted materials
for instance photo ID, email with link and activation code and books
shall be allowed during open-book Examinations;

there shall not be sounds like music from any device or any other
sounds;

there shall not be other computers or similar devices running in the
examination room; and

lighting shall be “daylight" quality and overhead light is preferred,
where possible.

during the Examination, the candidate’s conduct shall meet the following
requirements —

@)

(if)
(i)

(iv)
)
(vi)
(vii)
(viii)

(ix)
)

(xi)
(xii)
(xiii)

(xiv)

(xv)

the attempt timer and the examination timer shall begin once the
invigilator has entered the PIN or PASSWORD, and the candidate
clicks on the ‘Start attempt’ button or icon;

a candidate shall not navigate away from the exam screen, unless
authorized by the invigilator;

during the examination, a candidate is not allowed to use any other
applications save for Examinations Board’s registration tool, the
examination and monitoring software made available by Examinations
Board and an e-mail application accompanied by an examination code
to be used during the exam;

a candidate may not leave the room after starting the examination and
before submitting the examination answer template;

a candidate shall face the computer screen during the Examination;
a candidate shall not take screen shots during the Examination;

a candidate is not allowed to surf on the internet or to consult digital
data or web pages or to have these opened, unless this is expressly
permitted;

a candidate shall not wear ear plugs or headphones unless where
permitted by the Examinations Board for special cases;

a candidate shall dress and behave decently at all times;

a candidate shall not receive assistance from the invigilator, or anyone
else, during the examination;

a candidate shall not ask the invigilator questions except where there
are technical issues with the examination platform;

a candidate shall not make noise of any nature during the examination
session;

only the examination material supplied by the Examinations Board
during the examination may be used;

where the use of books during the examination is allowed pursuant to
the examination requirements, the candidate must show the book by

means of a video recording and the video recording shall enable the
invigilator to assess whether the requirements have been met; and

where a candidate is allowed to use a book under sub paragraph (xiv),
the candidate shall at least show the front and back covers of the book
and shall browse the book slowly.

10
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(h) the following rules shall govern the use of and set-up of electronic devices for
the administration of computer based examinations —

(i) a computer shall not have a desktop sharing software installed and
activated on the computer;

(i)  the webcam and microphone required for the examination shall be
enabled and running for the duration of the examination;

(i)  the webcam shall be focused at all times on the candidate taking the
Examination;

(iv)  acandidate's face shall be positioned within the limits permitted by the
Examinations Board; and

(v) acandidate shall not tamper with the lens of the webcam at any time
during the examination.

(i) the Examinations Board may approve the installation of any device in
a computer based examination for purposes of administration of the
examination;

(i) the Examinations Board shall put in place procedure manuals to guide the
administration of computer-based examinations.
11. Time allotted for examination sittings
(1) Every examination shall be completed within the allocated time.
(2) In the case of computer-based examinations —

(@) examinations shall be submitted within the time allotted before the online
examination timer expires; and

(b) once the examination timer expires, the exam shall be automatically
submitted.
12. Intellectual property of examination materials

(1) All rights, including the copy rights and other intellectual property rights that can
be exercised with regard to the examination materials, shall vest exclusively with the
Examinations Board and its licensors.

(2) Notwithstanding sub rule (1) a candidate may only use the examination materials in
so far as this is necessary for taking an examination.

(3) The Examinations Board shall avail past examination papers online for access by
registered students and accredited training institutions for revision purposes, at a fee to be
determined by the Examinations Board.

(4) The Examinations Board may grant access to past examination papers to trainers
and scholars for research purposes or any other person approved by the Examinations
Board, at a fee to be determined by the Examinations Board.

(5) A candidate may collect his or her question paper twenty four hours after an
examination, at no cost.
13. Examination centre coordinator

The roles of an examination centre coordinator shall be to —
(@) liaise with the area coordinator from the county education office;

(b) provide a room where the chief invigilator will keep examination materials,
guestion papers and answer scripts or any other examination materials;

(c) ensure that there are adequate facilities for the administration of the
examination, including rooms, halls, desks and chairs;

(d) ensure a conducive environment in the examinations room;
(e) liaise with the chief invigilator as necessary; and

(f)  perform any other duties assigned by the Examinations Board necessary for
the efficient administration of examinations

11
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14. Chief invigilators

The roles of an examination chief invigilator shall be to —

@
(b)
(©
(d)

(e)
®

)
(h)
@
)
(k)
o
(m)
(n)
(0)

induct invigilators before the commencement of examinations;
receive the examination summary sheet from the Examinations Board;

collect examinations materials from a designated custody point on a daily
basis during examinations and ensure the return of the examination materials
at the end of each day;

ensure the safe custody of the examination materials under his or her
jurisdiction at all times;

prepare a sketch sitting arrangement for every examination session;

ensure that the invigilators’ session roll is marked for every examination
session;

ensure that all candidates are properly supervised during the conduct of the
examinations;

announce the start and stop times in each examination room;

announce the time updates to candidates on an hourly basis in each
examination session, including during the last one hour, when updates shall
be announced on the 45th and 30th minutes;

manage and supervise the use of examination materials in the examinations
room;

confirm that the number of scripts packed and the number labelled as packed
are in agreement and shall thereafter sign on each envelope next to the
invigilators’ signatures;

manage and supervise invigilators at the examination centre;

ensure that the candidates’ attendance registers are marked appropriately
for every examination session and are submitted to the Examinations Board
together with the answer scripts at the end of the examination period;

prepare an examination centre report at the end of the examination period
showing all examination materials received, used and returned; and

perform any other lawful duties as may be assigned by the Examinations
Board.

15. Invigilators

The roles of an examination invigilator shall be to —

@)

(b)
(©

(d)
(e)
)

)
(h)

@

ensure proper labelling of candidates’ sitting positions before each
examination;

distribute examination materials to the candidates;

monitor the conduct of examinations in each examination room including
collecting evidence of examination malpractice;

collect examination materials from each candidate at the end of each
examination session;

pack all examination materials after each examination session under the
supervision of the chief invigilator;

report any incidences related to the conduct of examinations to the chief
invigilator;
confirm the identity of candidates during each examination session;

ensure every candidate signs on the signature register and indicates the serial
number of the answer booklet used; and

perform any other lawful duties as may be assigned by the Examinations
Board.

12
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16. Proctoring invigilators for computer-based examination centres and
online remote proctored centres

The roles of an on line proctor shall be to —

@
(b)

(©
(d)
(e)

®
(©)

(h)
@

safeguard all examination materials in his custody;

accurately identify the candidates by their national identification or any other
methods authorized by the Examinations Board;

ensure unauthorized materials are removed, unless explicitly permitted by the
Examinations Board;

ensure the examination room is ready and conducive for examination before
commencement of the examination;

monitor the candidate’s access to a stable, uninterrupted internet connection
before the start of, and during the examination and report to the Examinations
Board any instances of instability or interruption;

avail the PIN or PASSWORD to enable candidates to access and start the
examinations;

monitor the conduct of examinations in each examination room using
webcams or any other electronic devices approved by the Examinations
Board;

time the examination and stop the computer-based examination after the
lapse of the allocated time for the examination; and

perform any other lawful duties as may be assigned by the Examinations
Board.

17. Area co-ordinator

The roles of an area coordinator shall be to —

@
(b)
(©)

(d)
(e)
®
)
(h)

liaise with the Examinations Board on examination matters during the conduct
of examinations;

advise the Examinations Board on appropriate examination centres for each
sitting;

nominate chief invigilators and invigilators for appointment by the
Examinations Board for examination centres outside Nairobi but within the
country;

receive and arrange for safe custody of examination materials from the agents
of the Examinations Board;

collect examination materials from the Examinations Board’s agents during
the conduct of the examinations of the Board;

liaise with chief invigilators and examination centre coordinators on
examination matters during the conduct of the examinations;

make arrangements for return of examinations material to the examinations
board after the conduct of examinations; and

perform any other lawful duties as may be assigned by the Examinations
Board.

18. Banks and armouries

(1) The Examinations Board may engage banks and armouries, as agents for purposes
of providing logistics for storing examination materials.

(2) Where the Examinations Board engages a bank or an armoury under sub-rule (1),
the parties shall sign a service level agreement specifying the terms and conditions of each

party.

(3) Despite sub-rule (2), the roles of a bank or an armoury shall include —

13
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(@) receiving and accounting for all the examinations materials under their
custody;

(b) safeguarding all the examinations materials in their custody;

(c) issuing the examinations materials to the area coordinators and supervisors
upon positive identification;

(d) upon completion of the examinations, receiving the examination materials
from the area coordinators and supervisors upon positive identification;

(e) releasing examinations materials to coordinators of the Examinations Board
upon completion of the examinations;

(f) updating the Examinations Board on any relevant incidences related
to conduct of examination materials during the administration of the
examinations; and

(g) performing any other lawful duties as may be assigned by the Examinations
Board.

19. Courier service providers

(1) The Examinations Board may engage courier service providers, as agents for
purposes of providing logistics for transporting examination materials.

(2) Where the Examinations Board engages a courier services provider under sub-rule
(1), the parties shall sign a service level agreement specifying the terms and conditions of
each party.

(3) Despite sub-rule (2), the service level agreement shall specify the roles of a courier
service provider to include —

(@) delivery of the examination materials to the designated delivery points;
(b) preparing and maintaining relevant documents relating to the deliveries;

(c) collecting examinations materials from designated points after the conduct
of examinations and delivering them to the Head office of the Examinations
Board; and

(d) performing any other lawful duties as may be assigned by the Examinations
Board.

20. Examination breaches

(1) The Examinations Board shall take disciplinary action against candidates,
Examinations Board’s agents or other parties who breach the examination rules of the
Examinations Board.

(2) A breach of these examination rules by the Examinations Board’s agents shall
include —

(@) altering or making unauthorised changes in the original answer script or
template of a candidate without lawful authority by agents of the Examinations
Board or any other party;

(b) recklessly or negligently losing an examination paper, material or other
information or using such examination paper, material or information by the
Examinations Board’'s agents in a manner prejudicial to the proper and fair
conduct of any examination;

(c) acting or inciting any other person to act in a disorderly manner;

(d) taking away examination materials, including examination question papers,
answer booklets or electronic devices from the examination room or any other
designated place without authorization by the Examinations Board;

(e) writing of names on the examination question paper, scripts or online
template;

14
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(f)  inducement of or an attempt to induce, solicit or influence the Examinations
Board’s agents to gain advantage over the other candidates in an
examination;

(g) possession of unauthorized materials including mobile or any other
unauthorised electronic devices in the examination room unless in
circumstances approved by the Examinations Board;

(h) taking away candidates scripts, examinations’ marking schemes or any
unauthorized material from the examination marking centre; and

(i) allowing other individuals, other than candidates and invigilators, to come in
and out of the room during the examination.

(3) A breach of these examination rules by a student shall include—
(@) failure to provide required identification documents;
(b) collusion with other candidates or agents of the Examinations Board;
(c) acting or inciting any other person to act in a disorderly manner;

(d) taking away examination materials, including examination question papers,
answer booklets or electronic devices from the examination room without
authorization by the Examinations Board;

(e) writing of names on the examination question paper, scripts or online
template; and

(f)  inducement of or an attempt to induce, solicit or influence the Examinations
Board’s agents to gain advantage over the other candidates in an
examination.

(4) A breach of these examination rules by a publisher shall include —

(@) publishing materials without the approval of the Examinations Board on
subjects examinable by the Board, purporting to guide students on the
syllabus, either physically or online; and

(b) promoting published materials on subjects examinable by the Board without
the approval of the Examinations Board.
21. Action for breach of the examination rules

(1) The action for breach of these examination rules shall, in the case of a student,
include the following —

(@) de-registration as a student of the Examinations Board;
(b) cancellation of registration number;

(c) nullification of a candidate’s results for the particular examination sitting in
dispute;

(d) prohibition from taking examinations of the Examinations Board for a period
to be determined by the Examinations Board;

(e) written reprimand or warning; and
(f) report to the law enforcement agencies for appropriate action.

(2) An agent of the Examination Board who breaches any of these examination rules
shall be —

(@) barred from invigilating the examinations of the Examinations Board;
(b) reported to the employer or regulator for administrative action;
(c) barred from marking examinations of the Examinations Board; and
(d) reported to the law enforcement agencies for appropriate action.

(3) Where a publisher breaches the examination rules —

(@) the Examinations Board shall publish in the print media notices denouncing
the published examination information;
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(b) the Examinations Board shall publish in the print media, lists of examination
materials approved by the Board for publication; and

(c) the Examinations Board shall report such matter to the law enforcement
agencies for appropriate action;

(4) Where an employee of the Examinations Board breaches the examination rules,
the employee shall be subjected to disciplinary procedures in accordance with the existing
policies of the Examinations Board.

(5) Where the Examinations Board is satisfied that there has been an irregularity
in the course of any examination, the Examinations Board shall suspend or nullify such
examination or any part thereof.

(6) Where the Examinations Board is satisfied that there is reasonable cause to believe
that the examination results of any candidate have been obtained by irregular means, the
Examinations Board shall nullify the examination results of such candidate.

(7) In the exercise of its powers under this rule, the Examinations Board may —
(&) conduct such investigations as it may deem necessary; and

(b) during such investigations, withhold the examination results of a candidate
pending conclusion of the investigations.

22. Examination investigation

(1) In the course of the investigations under rule 21, the Examinations Board may call
for such information or the production of such documents as the Examinations Board may
require, within such period and in such form and place as the Board may determine, from
such person as the Examinations Board may determine, to assist in the investigations.

(2) The Examinations Board may at its discretion refer certain breaches of these rules
to the relevant law enforcement agencies for appropriate action.

(3) A candidate shall be accorded an opportunity to defend himself or herself in relation
to the evidence provided regarding the examinations’ breaches.

23. Oath of secrecy

The Examinations Board shall require a Board member, agent or staff performing the
work of the Examinations Board, engaged in the conduct of any examination or the handling
of any examination paper or material, to take and subscribe the oath of secrecy set out in
the Second Schedule.

24. Short vocational programmes

A person seeking to be registered as a student of the Examinations Board for
short vocational programmes shall meet the requirements determined by Kenya National
Qualifications Authority or any other relevant body and adopted by the Examinations Board
for the vocational course.

25. Certificate programmes

A person seeking to be registered as a student for the certificate programme
administered by the Examinations Board, shall meet the requirements determined by
Kenya National Qualifications Authority or any other relevant body and adopted by the
Examinations Board for a certificate course in a tertiary institution.

26. Diploma programmes

A person seeking to be registered as a student for a diploma programme administered
by the Examinations Board, shall meet the requirements determined by Kenya National
Qualifications Authority or any other relevant body and adopted by the Examinations Board
for a diploma course in a tertiary institution.
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27. Professional examinations

(1) A person seeking to be registered as a student for the professional programme
administered by the Examinations Board shall meet the requirements determined by the
professional institutes, Kenya National Qualifications Authority or any other relevant body
and adopted by the Examinations Board for admission to a university for a degree course.

(2) A candidate shall meet the subject combination determined by the Examinations
Board.
28. Post graduate Diploma Training

(1) A person seeking to be registered as a student for a post graduate diploma
programme administered by the Examinations Board, shall meet the requirements
determined by Kenya National Qualifications Authority or any other relevant body and
adopted by the Examinations Board for a post graduate course.

(2) Where a post graduate diploma training is in the area of accountancy, the
Examinations Board shall seek the advice of the Institute.
29. Exemption and equation of certificates

(1) The Examinations Board may, on application by a registered student who holds a
degree, diploma, professional or any other qualification recognized by the Examinations
Board, grant an exemption to such student at a fee determined by the Examinations Board.

(2) For the purpose of granting an exemption under sub-rule (1), the Examinations Board
may equate other certificates issued by other national or foreign examination bodies to its
certificates.

(3) The Examinations Board may consult with the ministry responsible for foreign affairs,
the Kenya National Qualification Authority, Commission for University Education or such
other regulatory bodies as deemed appropriate for purposes of equating certificates.

30. Code of Conduct

A prospective candidate shall be required to execute the Code of Conduct of the
Examinations Board upon registration.
31. Charging of fees

(1) The Examinations Board shall charge such fees as necessary for the discharge of
its mandate as determined by the Examinations Board

(2) Such fees shall include registration, examination entry, exemption, annual renewal
fees and any other additional fees as may be determined by the Examinations Board from
time to time.

32. Duration of registration as a student

(1) A registered student of the Examinations Board shall complete examinations within
a period not exceeding —

(@) one year, in the case of short courses;
(b) three years, in the case of certificate courses;
(c) six years, in the case of diploma courses;
(d) tenyears, in the case of professional courses; and
(e) three years, in the case of post-qualification courses.
(2) The periods in sub rule (1) shall commence on the date of registration.
(3) The Examinations Board reserves the right to cancel the registration of a student
who fails to complete the examination within the period set out in sub rule (1).
33. Renewal fees for a continuing student

(1) A registered student shall renew his or her registration annually on the first day of
July in each year or any other time as determined by the Examinations Board.
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(2) A student who fails to renew the registration for three consecutive years shall have
his or her registration number deactivated.

(3) The Examinations Board may upon satisfaction readmit a student whose number
had been deactivated under sub rule (2), subject to the payment of —
(@) aregistration reactivation fee;
(b) arrears of annual renewal fees; and
(c) the current year's renewal fees.

(4) The Examinations Board may exempt a student from any payments under sub rule
(3) who had given notice to the Examinations Board in writing and the Board had approved
the deferment.

34. Deferment of examinations

(1) A registered student may defer registration for an examination sitting subject to the
circumstances and conditions approved by the Examinations Board for deferment.

(2) A registered student who has registered for an examination sitting may only defer
a sitting once and only to the next sitting.

(3) An application for deferment under sub-rule (2) shall be received by the Examinations
Board not later than thirty days before the examinations date, or such other period as may
be specified by the Deferment of examinations.

35. Examination results

(1) The Examinations Board shall avail the examinations results within a reasonable
time following completion of each examination.

(2) The Examinations Board shall avail the examinations results via text messages
and on the Examinations Board’s student portal or in whatever other format as may be
determined by the Examinations Board from time to time.

(3) The Examinations Board reserves the right to use the examinations scripts or
templates and submitted materials for training and feedback purposes.

36. Remarking

(1) A candidate, who has failed an examination paper and is dissatisfied with the results
of his performance, may apply for a review of his results in writing to the Secretary to the
Examinations Board and shall pay such a fee as may be determined by the Examinations
Board from time to time.

(2) Such an application must be in the form set out in the Third Schedule and within
two weeks from the date of release of examination results or a period determined by the
Examinations Board under special circumstances.

37. Examinations Board right to retain answer scripts or templates

(1) The Examinations Board shall not return any examination scripts or templates to a
candidate or his agents.

(2) The Examinations Board shall retain the examinations scripts or templates for at
least three months from the date of releasing the examination results, unless there is a
pending court case.

(3) Where there is a court case, the Examinations Board shall retain the examinations
script or template until the court case is conclusively determined.

38. Development and review of syllabuses

(1) The Examinations Board shall after every five years or any other such period as
the Examinations Board may determine from time to time, undertake a major review of
syllabuses for professionals’ and technicians’ examinations in accountancy and company
secretarial practice and related disciplines.
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(2) The Examinations Board may on an annual basis undertake a minor review of the
syllabuses for professionals’ and technicians’ examinations in accountancy and company
secretarial practice and related disciplines.

(3) During the review processes, the Examinations Board shall —

(@) seekthe advice of the Institute on matters relating to examinations standards
and policies pursuant to section 9(d) of the Act;

(b) seek the advice of the Institute of Certified Investment and Financial Analysts
with regard to investment and financial analysts’ examinations pursuant to
section 8 of the Investment and Financial Analysts Act (Cap. 542);

(c) seek the advice of the Institute of Certified Public Secretaries of Kenya with
regard to certified secretaries’ examinations pursuant to section 7 (d) of the
Certified Public Secretaries of Kenya Act (Cap. 534); and

(d) consult other key stakeholders, including the Government, professional
bodies, employers, training institutions and students.

(4) The Examinations Board shall prepare protocols to guide the transition from the old
syllabuses to the new syllabuses.

(5) The Examinations Board shall communicate within a reasonable time regarding
the revised syllabuses for professionals’ and technicians’ examinations in accountancy and
company secretarial practice and related disciplines and protocols to the students, the public
and other stakeholders.

39. Issue of certificates

(1) The Examinations Board shall determine the period for printing examinations
certificates for the immediate last sitting for issuance to the students and may vary the period
based on

circumstances from time to time.

(2) The Examinations Board shall communicate within a reasonable time to a registered
student or graduate for the collection of his certificate.

(3) A registered student or graduate shall collect his or her certificate in person at the
offices of the Examinations Board.

(4) Where a registered student or graduate is unable to collect his or her certificate in
person at the offices of the Examinations Board, the student or graduate shall provide in
writing, a reliable address for the postage of the certificate by registered mail and attach
a copy of his national identification documents or such other identification documents
approved by the Examinations Board.

(5) The Examinations Board may provide a period within which the certificates are to

be collected free of any storage charge, and any storage charge applicable upon expiry of
such period.

40. Promotion of the recognition of the examinations of the Examinations
Board in foreign countries
(1) The Examinations Board shall collaborate with other relevant institutions in

other countries including but not limited to government agencies, training institutions and
professional bodies to promote the recognition of its examinations in foreign countries by —

(@) establishing liaison offices in foreign examination or regulatory institutions;

(b) signing mutual recognition agreements or memorandums of understanding
with foreign examination or regulatory institutions jointly with the Institute; and

(c) assessing and accrediting training institutions in foreign countries to offer
training in subjects examinable by the Examinations Board.
(2) The Examinations Board shall make policies to promote the recognition of

examinations of the Examinations Board in any foreign country which has cordial diplomatic
relations with Kenya.
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(3) In pursuit of the recognition of the examinations of the Examinations Board in
such foreign countries, the Examinations Board may lobby through the relevant foreign
governments and agencies for the employment of its graduates, under the guidance of the
ministry responsible for foreign affairs.

41. Promotion of the publication of books and other materials relevant to
examinations of the Examinations Board

(1) The Examinations Board may engage subject-matter experts who may include
members of professional bodies to develop relevant books and other materials relevant for
its examinations.

(2) Notwithstanding sub rule (1), the Examinations Board may recommend books written
by other parties for publication and use by its students.

(3) Before recommending any book referred to in sub rule (2), the Examinations Board
shall undertake a review of such a book and may charge such fee as may be determined
by the Examinations Board for undertaking such review.

(4) No publisher shall publish materials purporting to prepare candidates for
examinations of the Examinations Board without the approval of the Examinations Board.
PART Il - ACCREDITATION GUIDELINES

42. Accreditation Standards

(1) An institution intending to offer training in subjects examinable by the Examinations
Board in Kenya, shall apply to the Examinations Board in the form set out in the Fourth
Schedule.

(2) An application under this Part shall be accompanied by a statement setting out the
following particulars —

(@) the name, physical, postal and electronic addresses of the institution;
(b) the governance and management structures of the institution;
(c) membership of the institution;

(d) aims and objectives for which the institution has been established and the
programmes of instruction and courses of study that are to be offered;

(e) the number, qualifications and competence of the manager and trainers;
(f) layout designs and specifications of available infrastructure and equipment;

(g) a statement on the suitability, ownership or lease arrangement for premises
as evidence of the structural soundness of buildings and capacity in
accordance with the Public Health Act (Cap. 242)

(h) a statement of financial ability and fees to be charged; and
(i)  such other information as may be required by the [Examnination Board.

(3) The Examinations Board shall, within such period as it may determine, after the
receipt of an application under sub rule (2)—

(@) examine the documents submitted; and
(b) inspect and assess the facilities available for use in respect of the institution.

(4) The Examinations Board shall make a detailed accreditation report and return it to
the applicant.

(5) Where the Examinations Board is satisfied that the institution meets the conditions
for accreditation, the Examinations Board shall enter the particulars of the institution in its
register and issue the institution with a certificate to offer training in the form determined by
the Examinations Board.

(6) Where the Examinations Board is of the opinion that the application does not meet
the conditions for the accreditation, it may —

(@) reject the application; or

20



[Rev. 2022] No. 15 of 2008
Accountants

[Subsidiary]

(b) advise the applicant to make the necessary adjustments or modifications to
meet the threshold set by the Examinations Board.

(7) Where the Examinations Board issues an advisory sub rule (6)(b), the applicant may
submit a revised application within a period of six months.

(8) Upon receipt of a revised application under sub rule (7), the Examinations Board
shall make a decision and if satisfied, accredit the institution in accordance with these Rules.

(9) The Examinations Board shall maintain a register indicating the particulars of
institutions accredited under the Act and these Rules.

(10) The register under sub rule (9) shall be open for inspection by members of the public
during office hours free of charge or be available on the Examinations Board’s website.

(11) The Board shall grant two types of accreditation based on the extent of compliance
by an institution with the set standards —

(@) interim accreditation for a period of eighteen months; or
(b) full accreditation for a period of five years.
(12) Where an accredited institution does not meet the set standards during subsequent
assessment, the Examinations Board may consider the following further action —

(@) withdrawal of accreditation for a period to be specified by the Examinations
Board;

(b) require the institution to provide a comprehensive compliance plan; or

(c) withdraw the accreditation certificate, where the institution fails to implement
the comprehensive compliance plan submitted under paragraph (b) within the
timelines set out therein.

(13) The Examinations Board shall charge the fees set out in the Fifth Schedule for the
assessment of accreditation.

(14) Pursuant to rule (2)(e), a trainer shall hold —

(@) relevant qualifications related to the subject and level or part of the
examination in which he or she provides training;

(b) a qualification that is one level above the qualification for which he or she
provides training as prescribed by the relevant authority on qualifications;

(15) Atrainer for professional level examinations shall be required to have a professional
qualification and an undergraduate degree.

(16) A trainer for specialised courses which the Examinations Board does not offer
professional qualifications shall be required to hold a relevant undergraduate degree in the
area of specialization.

(17) Trainers—

(&) shall be registered with the relevant professional bodies governing their field
of specialisation and be in good standing; or

(b) shall be required to undertake relevant courses as may be determined by the
Examinations Board from time to time, where a relevant professional body is
not in place; and

(c) shall undertake a course on pedagogy and andragogy every year as
determined by the Examinations Board in consultation with the relevant
professional or academic institutions;

(d) shall undergo refresher courses on emerging issues at least once a year or
as determined by the Examinations Board in consultation with the relevant
professional or academic institutions.
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PART IV — TRANSITIONAL PROVISIONS

43. Transitional Provisions

(1) All continuing students of the Examinations Board before the commencement of
these Examinations Rules shall be deemed to be bona fide students for purpose of these
Rules.

(2) Any certificate of qualifications issued by the Examinations Board prior to the
commencement of these Rules shall be deemed to have been issued under these Rules.

(3) All decisions made relating to disciplinary issues and pending disciplinary matters
before the Examinations Board shall be considered as valid upon commencement of these
Rules.

(4) The Oath of Secrecy shall become effective upon commencement of these Rules.

(5) All institutions accredited by the Examinations Board shall retain their accreditation
status upon commencement of these Rules for the unexpired period.

(6) All exemptions granted by the Examinations Board at the commencement of these
Rules shall be valid.

(7) Any action or decision on examinations taken by the Examinations Board having
effect before the commencement of these Rules, shall be deemed to have been done by
the Examinations Board under these Rules.

FIRST SCHEDULE
[r. 6(1)]
REGISTRATION/EXEMPTION/EXAMINATION BOOKING

PASTE YOUR COLOUR
PASSPORT SIZE

PHOTOGRAPH
HERE

(FOR
REGISTRATION
ONLY)

(APPLICANTS USING e-kasneb SHOULD USE THE ONLINE FORM)
PART A - PERSONAL DETAILS (MANDATORY)

(a) Name (CAPITAL LETTERS)

Write your name as it appears on the National Identity card/Passport/Birth certificate

kasneb qualification)

(b) Gender
MALE #
FEMALE #

Attach a copy of National Identity card/Passport/Birth certificate if applying for registration
as a new student. In case of change of name, attach the relevant documents.
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TRANSGENDER #
(€) Nationality .......ccceeeieiiiiiiei e
(d) ID/PasSPOrt NO. ....cocueiiiiieiiiie et
(e) Date of birth .......c.coeiiiieee e

(f) County/District/province of Birth...........cccoovveiiiiiiiiiiceeee
(g) County of RESIAENCE........coeiiiiiiiieeiee e
(h) Contacts: EmMail .......cccoeiiiiiiiii e

PART B - REGISTRATION (FOR NEW STUDENTS ONLY)
(a) Indicate the qualification you wish to register for
PART C - EXEMPTION
(a) | wish to apply for exemption in the following paper(s):

(b) Have you been a registered student of kasneb before? Yes # No # If yes, please indicate
previous Registration No(s)

(d) (Attach certified copies of certificates including for high school)

(e) How did you learn about kasneb? Career Talks # Media # Student # Parent #
Others ......cccee......

(Specify) Section/ LeVel ...
Paper COAE ..o
Title Of PAPET ..o
FEE (KSN.) i
PART D - EXAMINATION BOOKING

Examination sitting

For period from 1 July ................... to30June .....oocviiiiiien,

(Reactivation fee is payable by students who have not paid their annual renewal fee for
three or more years)
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PART F - PAYMENT DETAILS SUMMARY
Fee (Ksh)
Registration
Exemption

Examination booking
Annual renewal
Reactivation

Total

| enclose cheque/money order/Mobile money/bank deposit slip No............ for Ksh.
Please note that if payment is made at the bank, this application form (duly completed)
together with copies of identification documents and certificates shall be retained by the
bank.

PART | - Declaration by the Applicant

(b) State specific reasons in support of your application for exemption:
(Attach certified copies of transcripts and certificates)

PART G - Name of training institution that you are attending, plan to attend or whether
private student .............

PART H - Indicate the nature of any disability which KASNEB should be aware

NCPWD Registration No. .........cccccoecvviieeennns

| hereby declare that to the best of my knowledge all the information | have provided
on this form and all supporting documents are true and correct and | agree to abide by the
Examination Rules and Code of Conduct and Ethics for kasneb students.

Signature .......cccceceevevnennn. Date ...cooevieeeieeeeee

(Notes on certification of documents, guide to examinations and the code of conduct and
ethics for kasneb students are available on the kasneb website)

SECOND SCHEDULE
. 23]

OATH OF SECRECY ON EXAMINATIONS

Dyt , having been engaged by the Examinations Board on
examination related duties as (tick as appropriate)
(i) Board Member #
(i) Member of staff #
(iii) Examination setter #
(iv) Examination marker #
(v) Moderator #
(vi) Chief Examiner #
(vii) Chief invigilator or invigilator #
(viii) Checker #
(ix) Other agent (specify) .......cccceevuveernne #

do solemnly swear that:
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1. 1 will faithfully, truly and to the best of my judgement, skill, and ability, execute and perform
the duties required of me by the Examinations Board.

2. | will not disclose, communicate or convey or allow to be disclosed, communicated, or
conveyed directly or indirectly to any person, any confidential information on examinations of
the Examinations Board, or any such related information of a confidential nature, whatsoever
obtained by me or in or about the performance of my duties or by virtue of my position to
the Examinations Board.

3. | will not allow any unauthorized person or persons to inspect or otherwise have access
to any examination material of a confidential nature over which | have control.

4. Whatever | see or hear or that is confided to me in my official capacity as a staff or agent
of the Examinations Board in relation to examinations or other related matters that is of a
confidential nature shall be kept secret and confidential unless revelation is necessary in
the performance of my duty to the Examinations Board.

5. | shall disclose immediately or as soon as is reasonably possible to the Examinations
Board or its agents any information that comes to my attention, whether in my official capacity
or not, that may pose, or has occasioned a threat to the security and confidentiality of the
examinations or examinations material of the Examinations Board.

Dated this ................. dayof ..., ,20 ...
PRINT NAME SIGNATURE
WITNESS (PRINT NAME) WITNESS SIGNATURE

THIRD SCHEDULE
[r. 36(2)]

REMARKING APPEAL FORM
Instructions to students

1. This form should be completed by students who wish to appeal for remarking of their
examination paper(s). The form should be received by Kasneb within fourteen days after the
date of release of the examination results. This date is indicated in the examination result
notification. Students paying through the banks or other agents should personally send the
forms attaching copies of deposit slips to Kasneb so as to be received within the stated
deadline. Appeal forms received after the stated deadline will not be considered.

2. Students are ADVISED not to make the appeal decision in a rush and to note that no
extraneous circumstances will be considered during the remarking.

3. The outcome of the appeal will be communicated to the student through the contact
information provided on the form within four weeks of the appeal. Kasneb will NOT enter
into any further correspondence with the student on the appeal.

4. Your name should NOT appear anywhere on this form.

5. The form should be delivered in person or sent by post. Email and other electronic media
shall only be used where proof of payment is attached.

6. A remarking fee shall be charged at KSh.5,000.00 (US$50) per paper for technician
and diploma level examinations and KSh.7,500.00 (US$75) per paper for professional level
examinations.

7. You will be required to commit yourself to accept the outcome of the remarking as final.

8. You should attach a copy of the receipt, bank deposit slip or mobile money transactions
details for the remarking fee.
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A. STUDENT INFORMATION
Kasneb registration number.................... Identity card/Passport No. .....................
Tel: NOweeee Email.....coooiiiii,
Name of examination ...........cccccceeneene Level/Part and Section ............cccceeveerneene
Examination paper(s) appealed for remarking ..........ccoccceeiiiieiniiiiniiieneeceeee
Examination sitting .............ccccoceeeee. Examination centre .............ccccceiiie
B. REASON(S) FOR REMARKING APPEAL ......c.coiiiiiieieeie e

C. DECLARATION BY STUDENT

| hereby declare that:
(i) I shall maintain the confidentiality of this appeal.
(i) I shall accept the results of the remarking as FINAL.

Signature .......ccceceeeiiieeiiiees Date ...coeeviieeiiee

FOR OFFICE USE ONLY

Remarking Appeal Form received on............ Receipt/Mobile money transactions details/
bank deposit slip No......
Name ......ccooooeieenns Signature ................... Date ........cc.c....

FOURTH SCHEDULE
[r. 42(1)]

APPLICATION FORM FOR ACCREDITATION OF TRAINING INSTITUTIONS
(Universities, University colleges and campuses to complete form KAS/FM/ACC/002)

In order to enable Kasneb evaluate your institution for purposes of accreditation, you

are required to complete this application form and submit it together with all supporting
documents to:

1.
2,

3.

The Secretary and Chief Executive

Kasneb

P.O Box 41362-00100 NAIROBI

All the information provided in this form will be treated with confidentiality.

Please read the guidelines for accreditation carefully before completing this form.

A. GENERAL INFORMATION

Name of institution: ..o
Physical location: Country..................... County................ Town/city...............
Street .cveeeeeie e, Building ......ocooveiiiiieens
Contact address:
(@) Postal address: P.O. BOX........cccceeevnnes Code...City/TOWN:......cccuvvieeeeainne
COUNIY et
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(b) Telephone.......cccooouiieiiiiiiiiienenne FaxX:....ooooeeeniiieenn.
(€) Email coooeiiiiiieiiee e, Website ..................

4. Campuses or branches (indicate physical location, address, name and telephone no. of
CONtact PErsoN) .....coevceeerieeeiiieerieee e

B. REGISTRATION PARTICULARS

1. Type of entity (tick as appropriate):
(@) Government institution: (polytechnic, technical college) #
(b) Limited company #
(c) Partnership. #
(d) Sole proprietorship. #
(e) Church sponsored. #
(f)  Other (please SpecCify) ....cccceeevvvvreeeeriinns

2. Ministry under which institution is registered and date of registration

(Attach a copy of registration certificate)

3. Date(s) of registration/approval with the Local Authority and/or other regulatory authorities
(attach a copy of each registration certificate or other evidence).

C. INSTITUTIONAL ADMINISTRATION AND GOVERNANCE

(@) Indicate below the name of Head of the institution together with his/her
academic and professional qualifications as relevant:

(b) Isthe Head of the institution available on a full-time basis for the management
of the institution?

YES # NO #
(c) Isthere a system to periodically evaluate the performance of the Head of the
institution?
YES # NO #

If yes, briefly explain the system and the parties involved in the evaluation.

(@) Does the institution have a documented organisational structure?
YES (attach copy) NO #
#
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(b) Are the roles, authority and responsibilities of various officers in the chain
of command clearly defined, documented and communicated to the relevant
officers?

YES # NO #

If yes, briefly explain how this has been achieved.

(c) Isthe decision-making process clearly understood by all the parties involved?
YES # NO #

3. Comment on the independence of the management to make decisions regarding the
operational affairs of the institute.

4. (a) Indicate whether the institution has policies to address the following issues:
(i)  Recruitment, appraisal, promotion and dismissal of:

YES NO
# Management # #
# Staff # #
# Trainers # #
(i)  Non-discrimination on the basis of race, religion, culture, national origin, sex
or age
YES # NO #

(i)  Involvement of the following in decision-making in areas in which they have
a significant and direct interest touching on their welfare:

YES NO
Staff Trainers # #
Students # #

(b) Indicate any other significant institutional policies inexistence and of
relevance to accreditation.

(c) Are the policies in 4(a) and (b) above documented and communicated to the
parties concerned?
YES # NO #
5. Briefly describe the communication channels that exist between the institution and:
(@ Management:

(b) Staff:

(c) Trainers:

(d) Students:

(@) Indicate the following details regarding the administrative staff that provide
services to Kasneb students:
Division/department Number of staff Highest qualificationLowest qualification

(b) Comment on staff turn-over in the institution within the last 12 months.
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7. Does the institution have off-site/satellite campuses or branches?
YES # NO #

If yes, proceed to 7(b).

(b) Are the authority and responsibility relationships between the main institution
and independent campuses/branches documented and clearly delineated?

YES # NO #
8. Does the institution have codes of ethics to govern the conduct of:
YES NO

(i) Management? # #

(i) Staff? # #

(iii) Trainers? # #

(iv) Students? # #

(v) Other parties? (SPECIfY)........ouuuueiiiiiiiiiii e

9. Is there an internal quality assurance system in place to ensure continuous evaluation
and improvement of institutional policies, processes and procedures?
YES # NO #

If yes, briefly explain the system:

10. Financial stability:

(@) Are financial statements audited by external auditors or otherwise
independently verified?
YES # NO #

If yes, please explain.

(b) Has the institution maintained in its records the financial statements for the
last three years, or since registration if the period is shorter?

YES # NO #
(c) Comment on the financial stability of the institution with regard to:
(i) Adequacy of working capital.

(i)  Financial performance trends over the past three years or from date
of Registration if the period is shorter.

(i)  The strength of the capital structure with regard to providing
reasonable assurance of the institution’s long-term financial stability.

(d) List some of the key internal controls in place to safeguard the institution’s
finances.
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[Note: Kasneb reserves the right to inspect the institution’s financial
statements for purposes of confirming the information provided above.
However, Kasneb will not be held responsible for the accuracy and
authenticity of the financial statements and the liability which may arise
therefrom].

11. Institutional integrity:

@)

YES #

(b)

YES #

Has the institution been investigated by Kasneb or other institutions or law
enforcement agencies concerning any cases of examination irregularities
within the last three years?

NO #

If yes, indicate the measures undertaken by the institution to prevent
recurrence of such irregularities.

Are there mechanisms and controls to ensure all monies collected by the
Institution from students for remission to Kasnebare properly accounted for
and remitted on time?

NO #

If yes, please explain.

Note: A list indicating the names, designations and qualifications of key management
staff should be attached.

TRAINERS

1. Provide the following information relating to the trainers of KASNEB courses in the

institution:
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Course Title Course Number of | Number of |Trainers Lecture hours | Course hours
Level students trainers |gualifications| per week per | per paper per
trainer semester
Full-| Part- | Full- | Part- | High | Low | Maxim | Minim | Maxim | Minim
time| time | time | time | est est [ um um um um
Certified Foundation
: Level
public _
Accountants | \ntermediate
Level
CPA).
[ ) Advanced
Level
Certified Foundation
Secretaries | Level
(CS). Intermediate
Level
Advanced
Level
Certified Foundation
Investment | Level
and Finance | Intermediate
Analyst Level
(CIFA). Advanced
Level
Certified Foundation
Credit Level i
Professionals | Intermediate
(CCP). Level
Advanced
Level
Certified Foundation
Information | Level
Systems Intermediate
Solutions Level
Expert Advanced
(CISSE). Level
Elective |
Elective Il
Accounting |- Levell
To_achnluan Leval 1
Diploma
(ATD). . Level I
Diploma in . Levell
Data
Level I
Management
and Analytics |. Level 1l
(DDMAX).
Diploma . Levell
in Computer
Networks and |- Level Il
Systems
Administration| - Level 1II
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ns (DCNSAL

Certificates in|. Levell
Accounting
and
Management |
Skills
(CAMS).
Vocational . Levell
Certificate in
Entrepreneurs
hip and
Innovation
(VCED).
Vacational . Levell
Certificate in | (Basic)
Graphic
Design . Level ll
(VCGD). (Core Units)

Level 1l

Level 1I

Vocational
Certificate in |
Information
and Cyber . Level ll
Security
(VCICS).

Vocational . Levell
Certificate in
Blockchain
technology
(VCBCT).
Certified
Forensic
Fraud
Examiner
(CFFEL).

Level |

Level 1l

(Attach a list showing the names, qualifications, subjects taught and nature of contract
for each trainer of KASNEB courses. The curriculum vitae and certified copies of relevant
certificates for each trainer MUST also be attached.

1. Does the college run Distance Learning Programmes for kasneb courses?
YES # NO #

If YES, indicate the kasneb course(s)involved and approximate number of students in

2. Do trainers prepare workplans showing programme for syllabus coverage in the
semester?

YES # NO #

If yes, are the workplans reviewed, approved by management and updated as
appropriate?

YES # NO #
(@) Are trainers regularly evaluated by students?
YES (attach copy of # NO #

evaluation form)

If yes, briefly explain below the mode of evaluation and proceed to 4(b) and (c).

(b) Is proper and timely feedback provided to trainers on the evaluation results?
YES # NO #

If yes, briefly explain how this is achieved.
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(c) Comment on the general effectiveness of the trainers’ evaluation system.

(@) Is there a system for trainers to periodically evaluate students’ performance
and progress?
YES # NO #

If yes, briefly explain and proceed to parts 5(b), (c) and (d).

(b) Are continuous assessment tests (CATs) and assignments compulsory for all
students?
YES # NO #

If yes, how is this enforced?

CATs:_ASSIGNMENTS:
(c) Does the institution maintain a record of students’ performance?
YES # NO #
If yes, for how long?

(d) Are follow-ups made on students’ performance to ensure continuous
improvement?
YES # NO #

If yes, briefly explain how this is done.

5. Does the management hold meetings with trainers to discuss issues of common interest?
YES # NO #
If yes, indicate the frequency of meetings per year.

(@ Comment on whether the institution has budget allocation in relation to
capacity building for trainers?.................

(c) Comment on your institution’s strategies to attract and retain qualified and competent
trainers.

7. To be filled by institutions offering or intending to offer training for:
(a) CPA, ATD and CAMS examinations.

International Education Standard (IES) 3 - Professional Skills and General Education
requires accountancy education programmes to impart, among other skills, personal,
interpersonal, communication, presentation and reporting skills (refer to the guidelines on
accreditation of training institutions).

IES 4 - Professional values, ethics and attitudes requires the presentation of
professional values, ethics and attitudes to students be enhanced through the use of
participative approaches (refer to the guidelines on accreditation of training institutions).

(b) Other subjects examinable by the Examinations Board [CFFE, CS, CIFA CCP CISSE,
DDMA and DCNSA, VCBT, VCEI,] Comment on whether the training programmes in your
institution comply with the requirements of IES 3 and IES 4.
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D. PHYSICAL AND TECHNOLOGICAL RESOURCES
1. Are the premises/buildings owned or rented/leased? (Attach evidence.)

2. Are the physical and technological resources within the premises owned or rented/
leased? (Specify where partially owned or rented/leased).

3. Indicate the following:

(a) Classrooms/lecture theatres
Professional Number of Estimated  Seating capacity
examinations classrooms/ seating Largest class Smallest Total capacity
lecture space in class
theatres square
allocated metres
(including
common
facilities)

Certified

Public

Accountants

(CPA)

Certified

Secretaries

(CS)

Certified

Information

Systems

Solutions

Experts

(CISSE)

Certified

Investment

and Finance

Analyst

(CIFA)

Certified

Credit

Professionals

(CCP)

Certified

Forensic

Fraud

Examiner

(CFFE)

Diploma

examinations

Accounting

Technician

Diploma

(ATD)
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Diploma

in Data
Management
and Analytics
(DDMA)
Diploma in
Computer
Networks
and Systems
Administrations
(DCNSA)
Certificate
examinations
Certificates
in Accounting
and
Management
Skills
(CAMS)
Vocational
Certificate in
Entrepreneurship
and
Innovation
(VCEI)
Vocational
Certificate

in Graphic
Design
(VCGD)
Vocational
Certificate in
Information
and Cyber
Security
(VCICS)
Vocational
Certificate in
Blockchain
technology
(VCBCT)

Comment on the source and adequacy of lighting and ventilation in the classrooms/
lecture theatres.

(a) Staff common/consultation room(s):

(i)  Number of staff common/consultation rooms

(i)  Combined seating capacity

(i)  Source of lighting and ventilation
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Library and books/reference materials including subscription to e-journals

(b)
available to Kasneb students.
(iv)
Combined seating capacity
Source of lighting and ventilation
AccounfimanceEcononManagel aw
AuditingRelatedRelatedment, and
Taxatiomreas areas Entrepreneur
and ship
and
related
areas

(vi)

Estimated

number

of

books

Estimated

total

value

of

books

(KSh.)

Number

of

books

from

the

Kasneb

recommended

Reading

list

3.(vii)
subject areas; as follows:

(c)

additional details should be provided:

(viii)

Number of libraries (specify if digital libraries)

ICT
and

Credit Other Total
Manageareas

ment

and

related

areas

(specify)

Estimated total number of books and reference materials categorised into the main

For institutions offering or intending to offer Kasneb ICT courses, the following

Computer laboratories

Computer Seating Number of Number of Total space (in
Laboratories capacity Computers computers square metres)
and Laptops with network
available for adapter
training cards and
peripherals
1.
2.
3.
4,
3.(ix) Specifications of the computers:
Number of Processor type Processor RAM Capacity Hard disk
Computers speed capacity
3. (x) Other ICT accessories available in the computer laboratories:
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Item/accessory Number of accessories in working
condition

Printers

Scanners

Routers

Bridges

Computer toolkits

Power back-up facilities

3.(xi) Local Area Network (LAN)

Type of items connected to the LAN Number
Computers

Printers

Scanners

Modems

Switches

Terminating tools

3.(xii) Do you have internet facilities for students pursuing Kasneb ICT courses?
YES # NO #

If yes, how many computers are connected to the internet?

(xiii) Academic software as indicated in the table
below, available in your institution and whether
they are updated to meet the market trend:

No. Academic software Type of software available

1 Operating system/s

2. Word processor

3. Spreadsheets

4 Database Packages

5 Presentation Packages

6 Desktop Publishing

Packages

7. Structured Programming
Languages

8. Object Oriented
Programming Languages

9. Internet Programming
Languages

10. Web Server

11. Firewall

12. Antivirus

13. Mail Server

14. Others (please specify)

4. Buildings and other constructions:

(@) Are buildings and similar structures constructed and maintained in
accordance with:

YES NO
(i) The Building Code # #
(ii) Occupational Safety# #

and Health Act
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(iii) Other relevant regulations, if applicable (Please
SPECITY) i

Comment on the following in relation to the buildings and other constructions:
(iv)  Accessibility including for persons with disabilities.

5.  Comment on the appropriateness of the institution’s location in relation to
conduciveness of the learning environment.

6. Can atrainer be able to interact with and physically reach all students in the
classroom with ease?
YES # NO #

Comment on whether the institution

7. Can all students in the classroom clearly see and hear the trainer and also
see without strain any writings on the blackboard/whiteboard/screen?

YES # NO #
8. Does the institution undertake planning for physical and technological
resources?
YES # NO #
If yes, please indicate how this is achieved in case of owned, leased or rented
building?

9. Indicate any on-going or planned capital projects to be undertaken within the
next

Three years considering the nature of ownership of the building.

D. STUDENT AFFAIRS AND SUPPORT SERVICES
1. Indicate whether the following services are provided to students.

YES NO
(a) Academic and # #
career advisory
services
(b) Handling of # #
students’
complaints
(c) Guidance and # #

counselling services
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(d) HIV/AIDS # #
awareness
2. Does the institution encourage and support democratic student leadership
initiatives?
YES # NO #
If yes, please explain how this has been achieved.
3.  Does the institution run an orientation programme for new students?
YES # NO #
If yes, please explain how this is done.
4.  Are students provided with an opportunity to evaluate the performance of
management, trainers and staff?
{Attach a sample of the evaluation form(s)}
YES # NO #
If yes, state frequencCy ........cccoeeveiiiciiiiie i
E. Oath
| declare that, to the best of my knowledge and belief, the information provided
on this form is true and correct before a commissioner of oath.
Name of Vice Chancellor/ College Principal / Principal/Director:
Signature:
Date and rubber stamp
FIFTH SCHEDULE
Ir. 42(13)]
ACCREDITATION FEE
S/No. Type of Accreditation Fee Payable (Kenya
Shillings)
1. Interim Accreditation 10,000.00
(Eighteen months)
2. Full Accreditation (Five  40,000.00
years)
3. Renewal of accreditation 30,000.00
(Five years)
4. Appeal lodgment fee 5,000.00
5. Annual assessment fees 2,000.00
Chief Executive Officer, Chairperson
Examinations Board Examinations Board
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THE ACCOUNTANTS (QUALITY ASSURANCE REVIEW) REGULATIONS
ARRANGEMENT OF SECTIONS
PART | — PRELIMINARY
1. Citation

2. Interpretation
3. Objects and purpose

PART Il — QUALITY ASSURANCE FRAMEWORK
4. Quality assurance framework
5.  Quality review procedure
6. Actions to rectify deviations from published standards

PART Il — INVESTIGATIONS BY THE REGISTRATION COMMITTEE
7. Conduct of investigations by the Registration Committee

SCHEDULES
SELF - REVIEW PRACTICE MONITORING TOOL
PRE-AUDIT QUALITY REVIEW
QUALITY ASSURANCE REVIEW FRAMEWORK
CONDUCT OF INVESTIGATIONS
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THE ACCOUNTANTS (QUALITY ASSURANCE REVIEW) REGULATIONS
[Legal Notice 146 of 2022]

PART | — PRELIMINARY
1. Citation

These Regulations may be cited as the Accountants (Quality Assurance Review)
Regulations.

2. Interpretation
In these Regulations, unless the context otherwise require—
"Act" means the Accountants Act (Cap. 531);

“assurance services” means professional audit activities that provide an independent
and objective assessment of financial statements or compliance efforts that assure
stakeholders including management and staff, the Board, shareholders, investors,
regulators and the public that financial or non-financial statements are reasonable, true and
fair, and operations are done in accordance with applicable policies and regulations;

“Council” has the meaning assigned to it under section 2 of the Act;

“Continuous Professional Development Program” means the continuous maintenance,
development and enhancement of the professional and personal skills, which accountants
will require for the execution of professional and technical duties throughout their working
lives;

“Disciplinary Committee” has the meaning assigned to it under section 2 of the Act;
“firm” has the meaning assigned to it under section 2 of the Act;
“Institute” has the meaning assigned to it under section 2 of the Act;

“‘member’ means a person who is registered with the Institute in accordance with
sections 4 and 24 of the Act;

"member in good standing," means a member of the Institute who has attained the
requirements of the Institute’s continuous professional development program, paid up
the fees and subscriptions and has no pending disciplinary case before the Disciplinary
Committee;

“non assurance work” means professional accountancy services rendered by a member
or a firm whose primary purpose is to ensure compliance, generate recommendations,
solutions or ideas to a client to enable them make an informed decision or explore
alternatives or conclude a matter based on professional technical expertise and advice or
deal with a situation or enhance its competitiveness in the market;

"Registration Committee" means the Registration and Quality Assurance Committee
established under section 13 of the Act;

"reviewer" means a person deployed or engaged under Paragraph 10 of the Third
Schedule to these Regulations; and

"work pack" means a combination of support documentation to a quality review that
reflects work performed by a professional accountant and records inspected at the time of
the review by the Institute.

3. Objects and purpose

The objects and purpose of these Regulations shall be to provide for means of—
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(@) monitoring compliance with professional, quality assurance and other
standards published by the Council for observance by the members of the
Institute;

(b) undertaking investigations pursuant to section 13(3) of the Act;

(c) reviewing compliance with professional, quality assurance and other
standards and recommending to the Council that a member's conduct be
referred for inquiry under section 32 of the Act; and

(d) determining actions necessary for rectifying deviations from published
standards.
PART Il - QUALITY ASSURANCE FRAMEWORK
4. Quality assurance framework
Pursuant to section 13 (2) (b) of the Act, the Registration Committee shall undertake
quality review for practising members undertaking—
(@) composite;
(b) audit and assurance;
(c) taxation; and
(d) management consulting
to ensure compliance with professional, quality assurance and other standards published
by the Council for observance by the members of the Institute.
5. Quality review procedure

(1) Pursuant to section 13(7) of the Act, members of the Institute shall administer a self-
review on adherence to quality assurance in line with the self-review practice monitoring
tool set out in the First Schedule.

(2) The Registration Committee shall conduct a pre-review of the quality assignment as
set out in the Second Schedule.

(3) The Registration Committee shall conduct quality assurance reviews to assess
the procedures, processes and controls established by firms to ensure that professional
accountancy work complies with international standards and the firms meet the
requirements of applicable laws in line with the procedures set out in the Third Schedule.

(4) The quality assurance reviews undertaken under this regulation shall inform
assessments for the issuance of annual licences or the renewal of the licenses by the
Registration Committee.

(5) The Registration Committee may revise the First, Second and Third Schedules with
the approval of the Cabinet Secretary and gazettement from time to time.

6. Actions to rectify deviations from published standards

The Registration Committee shall—

(@) subject to the review carried out under regulation 5(3), identify deficiencies
in professional work, ensure follow up and specify remedial actions where
necessary;

(b) require afirm or member, who has deficiencies identified under subregulation
(a), to submit a remedial action plan to the Registration Committee;

(c) refer a firm or member who has not complied with the remedial action plan
under subregulation (b) and within the timelines provided therein, to the
Council for referral to the Disciplinary Committee for appropriate action; and

(d) pursuant to section 13(4) and 13(5) of the Act, record information specified
in the work pack set out in the Third Schedule for referral to Council and
Disciplinary Committee for inquiry.
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PART Il - INVESTIGATIONS BY THE REGISTRATION COMMITTEE

7. Conduct of investigations by the Registration Committee

(1) Where the Registration Committee deems it appropriate to undertake investigations
in the performance of its functions under section 13(3) of the Act, such investigations shall
be conducted as set out in the Fourth Schedule.

(2) The Registration Committee may revise the Fourth Schedule with the approval of
the Cabinet Secretary and gazettement from time to time.

FIRST SCHEDULE
[r. 5(1)]
SELF - REVIEW PRACTICE MONITORING TOOL
A. PART A: OVERVIEW OF THE SELF-REVIEW PRACTICE MONITORING TOOL

1. As part of the measures the Registration Committee has put in place to monitor
compliance with professional standards and fulfill the requirements of Statement of
Membership Obligation, the Registration Committee shall roll out this self- review monitoring
tool to ALL practitioners with effect from ......................

2. This tool is geared towards enabling individual firms carry out a self-review based on
the level of compliance with applicable standards. It gives a firm an opportunity to gauge the
major areas of non-compliance and subsequently based on need, call upon the Institute to
enhance the firm’s level of compliance.

3. Firms will be selected for reviews primarily based on their risk profiles identified from a
desktop review of the information submitted in this tool. This process will analyse the units’
responses in the tool and other relevant information.

4. All firms shall complete the self-review monitoring tool every two years or when
called upon to do so by the Institute. However, should a firm’s processes and any
information submitted earlier significantly change before the two-year period, the firm should
communicate such changes to the Institute;

5. This tool will collect the following information about a firm—
(a) organisation and management of the firm;
(b) quality control policies and procedures established by the firm;
(c) engagement review; and
(d) client profile of the firm.

6. The tool mostly contains questions of a “Yes/No” answer, but some questions such as
those on the organization and management of the firm, and client profile information require
quantitative data. Some questions also require narrative answers. In general, a “N/A” answer
should not be selected unless in the circumstances specified in this questionnaire.

7. The tool provides the following benefits—
(a) enables a firm to pro-actively manage its own operations;

(b) gives a firm an opportunity to point out its own weaknesses and hence enhance its own
capacity to address the weaknesses;

(c) gives an insight to the firm’s staffing needs as well as the need to address the gaps
identified through training;

(d) provides a justification to the Institute on why a firm needs considerable support or no
support hence the Institute can utilize its technical team to enhance compliance in a more
deserving practice unit;
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(e) prepares the firm for the Institute’s programme review;
(f) serves as a pointer for setting performance targets to member or staff of a firm in practice;
(g) guides the Institute in developing the annual training calendar; and
(h) gives the Institute an overview of the governance structure of the firms.
Note:

1. Practitioners are advised to fill the tool with total honesty for it to achieve the intended
objectives.

2. The firm should retain information and supporting documentation used in the
completion of this tool and avail it for reference or review by the Institute Reviewer(s) during
site visits.

B. FIRM DETAILS

Name of Firm/PractiCe: ...
PhySiCal @ddressS: .......uuiiiiiiiiiiiiie e a e
POStal AArESS: .. ..o e
Telephone NUMDETS: .....ocoi e r e e e e e e e e e e e e s e ennnes
EMail @AArESS .....viiiiiiiiieee e

Number of staff employees (Attach a list of staff with their qualifications) .......................
Mode of
Practice:
A Sole #
Proprietorship
A Partnership #

Partners Details: (Specify who the Managing Partner is)

Name ......cococeevieeiiiees Membership No. ................ Practising No. ..........
Name .....cccooooineiie. Membership No. ................ Practising No. ..........
Name ...cccoovvveeeiiiiii, Membership No. ................ Practising No. ..........

Has the firm or any of the partner’s ever been banned from conducting assurance or
non-assurance work for the last five (5) years by any regulator e.g. Capital market Authority
(CMA), Central Bank of Kenya(CBK), Nairobi Stock exchange (NSE) etc.?

YES # NO #

Has the firm or any of the partner’s ever been banned from conducting assurance or
non-assurance for the last ten (10) years audit by any regulator e.g. Capital market Authority
(CMA), Central Bank of Kenya (CBK), Nairobi Stock exchange (NSE), SASRA etc.?

YES # NO #

If your answer above is yes, what were the reasons?

Does the firm YES # NO #
have branches?

If yes, give the following branch details. Attach a different sheet of paper if the branches
are more than one
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Name of Branch Manager....................... ICPAK Membership No....................

Number of staff employees atthe branch .............cc.ccccooeiis (Attach a list of branch

staff with their qualifications)
3.1 QUALITY CONTROL PROCEDURES APPLIED BY THE PRACTICE
3.1.1 Does the firm have an established system of YES/NO
quality control designed to provide it with reasonable
assurance that the firm and its personnel comply
with professional standards and regulatory and legal
requirements promulgated by the Institute?
If the answer is “YES”, please complete questions
3.1.21t0 3.8.1.
If the answer is “NO”, skip section 3 and answer
section 4. (However, if the firm has guidance
materials which are relevant, answer in the relevant
sections and attach the materials
3.1.2 Does the firm’s system of quality control include Yes/No
any policies and procedures that address each of the N/A
following elements:

(a) leadership responsibilities for quality within the
practice;

(b) ethical requirements;

(c) acceptance and continuance of client
relationships and specific engagements;

(d) human resources;

(e) engagement performances;

(f) monitoring; and

(g) documentation.
3.1.3. Are the firm’s quality control policies and Yes/No
procedures documented and communicated to the  N/A
firm’s partner(s) and staff?
3.2 LEADERSHIP RESPONSIBILITIES
If the answer is “YES” for question 3.1.2(a), please  Yes/No
list who is responsible and what are the main N/A
considerations under leadership responsibilities.

3.3 ETHICAL REQUIREMENTS

If the answer is “YES” for question 3.1.2(b), please
list the main considerations and how they are applied
in performing engagements. Explain if the firm
maintains a central record, for example a register,

in which to document its evaluation of any identified
circumstances and relationships that create threats
to independence, and the appropriate action taken

to eliminate or reduce such threats to an acceptable
level (1ISQC123).
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3.4 ACCEPTANCE AND CONTINUANCE OF
CLIENT RELATIONSHIPS AND SPECIFIC
REQUIREMENTS

If the answer is “YES” for question 3.1.2(c), give

a brief overview of how you accept or continue

with client engagements, highlighting the main
considerations, what you document and processes if
any.

In case a client terminates your engagement Yes/No
relationship or you get a new client, do you give/ N/A
respond to letters of professional clearance to the

incoming/ outgoing auditor?

If the answer to the above question is no, give

reasons

3.5 HUMAN RESOURCES

If the answer is “YES” for question 3.1.2(d), briefly
explain how the firm ensures it has sufficient
personnel with the capabilities, competence and
commitment to ethical standards necessary to
perform its engagements in accordance with
professional standards, regulatory and legal
requirements and to enable the firm or engagement
partners(s) to issue reports which are appropriate
in the circumstances. Which personnel issues are
addressed in the HR policy?

3.6 ENGAGEMENT PERFORMANCE

If the answer is “YES” for question 3.1.2(e), give Yes/No
a brief explanation of the audit methodology, N/A
procedures and minimum documentation,

highlighting any special consideration for special

audits. Explain if the firm has criteria against which

audits should be evaluated to determine whether

an engagement quality control review should be

performed (ISQC 1.35).

Does the firm use an audit software? Yes/No
If “YES”, please specify the name of the software. N/A
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Is the software developed by an international firm/  Yes/No

practice of which the firm is a member? N/A

If “YES”, please specify:

Name of

Y0111 S PSRRI
AUTNOT <
PUDBISNET ...
EdItION .
Is the software developed internally by the firm? Yes/No

If developed internally by the firm, is the firm willing  N/A

to assist other firms develop their in-house audit

software/tool?

If the answer to the above question is No, give

reasons why the firm would not want to help other

firms develop their own audit software/tool.

Given an opportunity to buy an audit software, how
much will the firm be willing to pay for acquiring a
software?

Tick in the relevant box.

Kshs 30,000 — 50,000 #

Kshs 50,000 — 100,000 #

Kshs. Over 100,000 #

Any other

SUGGESHION .o ———————————
How much do you consider reasonable amount to
pay for the software per user?

Kshs. 8,000 # 10,000 # 15,000

How much do you consider as reasonable fee for
annual renewal for user rights for the software?
Kshs. 10,000 # 20,000 # 25,000

3.7 MONITORING

If the answer is “YES” for question 3.1.2(f), explain  Yes/No
whether the firm has established policies and
procedures, including an ongoing consideration and
evaluation of the firm’s system of quality control
which include a periodic inspection of a selection

of completed engagements, designed to provide

it with reasonable assurance that the policies and
procedures relating to the system of quality control
were relevant, adequate, operating effectively and
complied with in the firm.

3.8 DOCUMENTATION

Has the firm established policies and procedures, Yes/No
appropriate to its size and structure, which provides N/A
documentary evidence of the operation of the six
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elements of the firm’s system of quality control,
described in question 3.1.2 above?

If the answer is “YES”, please complete the following
subsequent questions:

If the answer is “NO”, please select “N/A” for
questions 3.8.2 (a) to (d).

Are the working papers sufficiently complete and
detailed for the engagements conducted in the
accounting referenced period:

(a) To provide an overall understanding of the audit?
(b) To indicate who performed the audit procedures
and when they were performed?

(c) To provide evidence that the audit work performed
by assistants was supervised and reviewed?

(d) To record the nature, timing and extent of the
audit procedures performed, the results thereof, and
the conclusions drawn from the evidence obtained?
(e) Did the firm communicate to those charged with
governance significant findings from the audit?

If yes, what was communicated and how was it
communicated?

Does the firm obtain written representation from
management on matters material to the financial
statements when other appropriate evidence is not
reasonably expected to exist?

If the answer is “YES”, what is contained in the letter
of representation?

If the answer to the former question is “NO”, explain
why you do not get letters of representations from
your clients.

D. ENGAGEMENT REVIEW — ASSURANCE SERVICES

This section seeks to get information about how a firm conducts and documents its
engagements as per the applicable international Standards on Auditing (ISAs). It is geared
towards checking the level of compliance and applicability of quality control policies in
section three in carrying out engagements. This section is meant to give an appreciation of
the audit process from pre-engagement stage to completion and review of the engagement

before signing audit opinions.

Answers are expected to be as exhaustive as possible. Where the space provided is
not sufficient, the firm may decide to attach additional write-ups and make reference to the

specific sections.

Please circle/ tick where applicable
1. PRE-ENGAGEMENT

Does the firm carry out pre-engagement procedures? Yes/No

If the above answer is YES, answer the following
questions.
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What process do you follow in accepting and
continuing client engagements?

In the pre-engagement section, what is included in
the documentation?
1.

2.

3.

Do your clients give engagement letters? Yes/No
If the answer to the above question is Yes, what are
the contents of the letter?

If the answer to the above question is No, explain
why.

2. PLANNING

Does the firm carry out audit planning? Yes/No
If the answer to the above planning is Yes, who is

involved in planning?

Does the firm develop and document an overall audit Yes/No
strategy?

If yes, what main factors does the firm consider is
developing the audit strategy?

(@)
(b)
(c)

Does the firm develop and document an audit plan? Yes/No
If Yes, what does the audit plan include? N/A

(@)
(b)
(c)

3. UNDERSTANDING THE ENTITY INCLUDING THE INTERNAL CONTROL
ENVIRONMENT

Does the firm document the key aspects Yes/No

of understanding the entity and the control

environment?
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If yes, what aspects does the firm consider?

Does the firm consider the entity’s information systemYes/No
relevant to financial reporting?
If Yes, what aspects does the firm consider?

4. RISK ASSESSMENT PROCEDURES

Does the firm carry out risk assessment procedures Yes/No
for all clients?

If No, how do you approach the audit?

If Yes, what considerations do you make and at what
levels do you carry out risk assessment procedures?

Does the firm determine whether the use of external Yes/No
confirmations is necessary? If Yes, what alternative
procedures does the firm carry out when external
confirmations are not been received?

If your assessment on risks reveals that there are
several risks, how do you respond to the risks?

5. INTERNAL AUDIT

Does the firm have clients with an internal audit Yes/No
function?

If Yes, answer the following questions.

Do you consider the work of the internal auditor

Do you evaluate the competencies of the internal
auditor?

How do you assess whether the internal auditors
work is effective and whether she/he is independent?

6. DOCUMENTATION AND AUDIT EVIDENCE

To the best of your understanding, does the auditor Yes/No
document all matters which are important in providing

audit evidence to support the audit opinion?

If Yes, list what you consider as adequate

documentation. What must be documented as per

the engagement performance policy of the firm?

(@)
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(c)

What information must be documented in a standard
working paper?

(@

(b)

(c)

How is reviews of work done by junior staff
conducted?

Where the client has related party transactions, what
do you document?

Briefly explain how you document the following.
(a) Fair value measurements

(b) Segmental reporting

(c) Use of an experts work

7. AUDIT COMPLETION
What activities/ procedures does the firm carry out at
the completion stage.

Does the firm perform audit procedures to evaluate Yes/No
whether the overall presentation of the financial

statements, including the related disclosures, are in
accordance with the applicable financial reporting
framework?

If Yes, what procedures does the firm follow? Does

the firm have guidelines for financial statements

presentation and disclosure?

Does the engagement principal carry out a review  Yes/No
of the audit file and discuss matters with the audit
team?
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If Yes, what procedures does the engagement
principal perform? Does the firm have guidelines for
review of the audit file?

8. REPORTING

Does the auditor’s report contain the following basic Yes/No
elements:

« title (700.21)

 addressee (700.22)

* introductory paragraph identifying the financial
statements audited (700.23)

* management’s responsibility for the financial
statements (700.24-27)

« auditor’s responsibility (700.28-33)

* an auditor’s opinion paragraph containing
reference to the financial framework used to prepare
the financial statements (IFRS and the Kenyan
Companies Act) (700.34-37)

« other reporting responsibilities (700.38-39)

« auditor’s signature? (700.40)

« date of the auditor’s report (700.41)

« auditor’s address (town or city) (700.42)

How does the firm communicate audit matters of
governance interest, including: deficiencies in internal
control, fraud, indications that a fraud may exist or
uncorrected misstatements to those charged with
governance?

If the auditor identifies or suspects a fraud has been
perpetuate, does he determine whether there exists
a responsibility to report the occurrence or suspicion
to a party outside the entity? The auditor’s legal
responsibility may override the duty of confidentiality
of client information; does the auditor consider this
fact?

Briefly explain.

NOTE:

Attached is a comprehensive summary of the most applicable ISAs for clients of SME
nature. The checklist if tailored to cover each section of an audit and the required minimum
documentation and evidence.

E. CLIENT PROFILE INFORMATION

5.1. REGULATED CLIENTS
Sector Total for The Per Engagement  Practising

Practice Partner Certificate Number
Banks
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Building Societies
Insurance
companies
Savings & Credit
Cooperative
Organizations i.e.
SACCOS
Retirement Benefit
Schemes and
Pension Funds
Total number of
regulated clients

5.2 Listed Clients and other Clients of Significant Public Interest
Sector Total For The Per Engagement  Practising
Practice Partner Certificate Number
Banking | sector
Agricultural sector
Investment sector
Any other sector
Total number of
clients

5.3 Other Clients

Sector Total For The Per Engagement  Practising
Practice Partner Certificate Number

Private companies

Non-Governmental

Organizations

Insurance

companies/

agencies and

brokers

Mutual Funds

Total number of

other clients

SECOND SCHEDULE
[r. 5(2)]
PRE-AUDIT QUALITY REVIEW

PRE-REVIEW INFORMATION FORM
REVIEW CODE

In order to protect the anonymity of your practice you do not need to reveal the name of
the practitioner who has completed this form.

1. Type of practice:-

SOLE PRACTITIONER
Full-time # No. of offices #
Part-time # No. of Professional Staff #

PARTNERSHIP
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No. of Partners # No. of offices #
No. of Professional Staff #

2. Do you have documented quality control procedures in respect of all engagements where
the attest function is performed?

Y # N #

Y # N #
3. Do you have an Internal Quality Review Programme?

Y # N #

Y # N #

Give a brief description thereof.

4. Can the Quality Review be conducted at your office
Y # N #

5. Where are your offices situated (Physical location)?

6. Rough estimate of annual hours spent performing attest function assignments
(practitioner and staff) as a percentage of the firm's annual time.

7. Client list is to be furnished in respect of all clients of the practice unit. This list should
reflect at least the client’'s name, the practitioner responsible for the assignment, the type of
industry in which the client operates, the fee, and the hours taken to perform the fieldwork
and the date latest report was signed for each of the audit clients. Every client where the
attest function is performed must appear on the list in order for the committee to make a
selection from the entire population.

Type of industry in which each client operates must be provided in order for the
Professional Standards Committee to engage a suitable reviewer.

Examples of types of industry are:
# Banking /Financial Services

# Construction

# Technology, Communications

# Engineering

# Insurance

# Manufacturing

# Mining

# Professional (e.g. Architects, lawyers, medical practitioners)
# Property

# Retail

CLIENTS LIST
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8. In order to protect the anonymity of your practice you do not need to reveal the name
of your practice or the name of the practitioner who has completed this form. This table
provides the Standard format for presenting information in respect of the firm’s clients. If the
number of clients exceed what is provided for in the table the firm should adopt the same
format in providing client information ion an additional sheet(s) of paper.

No. Name of Industry PractitionerHours Date the Fees
Client responsibletaken in  latest audit charged
fieldwork report was Kshs
signed
1
2
3

NB: Please attach a comprehensive client list if the space provided above is inadequate.
INTERNAL QUALITY CONTROL

Identify your firm’s policies and procedures in respect of quality control, as envisaged in
ISQC 1 — Quality Control for Firms That Perform Audit and Reviews of Historical Financial
Information, and Other Assurance and Related Services Engagements. The Standard
requires that such policies and procedures be documented and communicated to the
firm’s personnel. Please identify in the box below the manuals, documents or databases
that contain such policies and procedures (e.g. audit manual, quality control manual, risk
management manual, human resources manual, staff handbook, etc)

In addition, please provide the following information:
Question ISQC Response
1 Identify the person 9
assigned operational
responsibility for the firm's
quality control system.

2 Please provide a CV of that12
person.
3 Does your firm obtain, 23

at least annually,

written confirmation

of compliance with its
policies and procedures
on independence from all
personnel required to be
independent by the IFAC
Code (ISQC) 1, paragraph
23)?

4 Has a periodic inspection 78
of a selection of completed
engagements by partners
or staff independence of
the engagement teams
been carried out within the
last three years?

5 If the answer to the
question 4 is yes, please
state:

The date of the inspection
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Was a report on the

inspection produced?

Will that report be available

for inspection by the quality

reviewers?
Completed by:
Name: .......cccciiiis Registration Number: ............c............
Designation: .......ccccceeeeiveiiinienenn. Signature: ...,
Date: ..o

THIRD SCHEDULE
[r. 5(3).(4).6(d)]
QUALITY ASSURANCE REVIEW FRAMEWORK
Part | - PREAMBLE

1. This Schedule shall guide the quality review team when conducting quality assurance
reviews in accordance with section 13(2)(b) of the Act.

2. A quality assurance review shall focus on the procedures, processes and controls
established by firms to ensure that non assurance work and audits comply with professional
standards and meets the requirements of existing applicable laws and regulations.

3. Work carried out during the course of a quality assurance review will assess and
comment on the quality of assurance or non-assurance work performed by a firm.

4. A quality assurance review shall identify any deficiency in assurance or non-
assurance work, to:

(a) ensure adequate follow-up;

(b) maximise the value for practitioners and firms by giving them constructive and practical
advice; and

(c) conduct a cost-effective review.

5. A quality assurance review shall contain as part of documentation a work pack which
includes copies of the electronic or other forms, work done and checklists, as a proof of
the review of a member or firm, as shall be determined by the Registration Committee from
time to time.

6. This Schedule is designed to help quality reviewers reach key decisions on:-
(a) the extent and detail of work to be carried out;
(b) the quality of assurance or non-assurance work reviewed; and
(c) the degree of compliance shown by a member or firm.

7. A quality assurance review shall be designed to allow a quality reviewer to exercise his
professional judgement, objectivity, conclusions reached in an assignment and completion
of a work pack.

Part Il - OBJECTIVE OF MONITORING
8. The objective of the monitoring process shall be to:
(a) promote compliance with professional accountancy standards;

(b) support a member or a firm, providing professional accountancy services to enhance
their capacity to provide quality services to their clients;
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(c) enhance user confidence in the reliability of audited financial statements and non-
assurance services by a member or firm by ensuring compliance with accountancy
professional standards;

(d) enhance the status and image of professional accountants while providing quality
accountancy services;

(e) monitor compliance by a member or firm with the Act and these regulations while
discharging his professional accountancy services;

(f) ensure constructive and value adding quality review process to members, firms and
other stakeholders;

(g) ensure that members and firms in practice have put in place measures to ensure
competence and independence is maintained;

(h) provide a mechanism of monitoring the continuous quality improvement in professional
practice within a self-regulatory framework is working;

(i) enhance the regulation of a member or firm in practice; and

(j) ascertain the quality of audit work or non-assurance work carried out by a member or
a firm.

Part Il - SCOPE

9. This schedule shall cover work carried out by a member or firm in practice and shall
involve:-

(a) all assurance work including public interest entity audits;

(b) all non-assurance work and services related thereto;

(c) framework for review of audit and non-assurance work by a member or a firm; or

(d) any other work as may be determined by the Registration Committee from time to time.
Part IV - QUALITY REVIEW TEAM
A. Appointment of review staff
10. The Registration Committee shall deploy or engage reviewers who shall be:-

(a) staff of the Institute; or

(b) a person contracted by Registration Committee to carry out monitoring work.

11. Notwithstanding the provisions under paragraph 10 above, the Registration
Committee shall have overall responsibility for competence and professional conduct of a
reviewer.

12. A reviewer engaged or deployed in paragraph 10 above shall meet the following
requirements:-

(a) be a member in good standing of the Institute, a recognized professional accountancy
organization or a recognized professional organization;

(b) possess at least 5 years’ experience in accountancy;
(c) demonstrate knowledge of professional standards;

(d) demonstrate knowledge and experience in the industry of engagement selected for
review;

(e) be an expert or possess specialized skills in non-accountancy work to assist in a review;
or

(f) any other qualifications as may be determined by the Registration Committee from time
to time.
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B. Professional and Ethical Standards

13. A reviewer shall comply with the provisions of the Accountants Act, relevant
standards in accountancy and attendant regulations.

14. Pursuant to paragraph 13 above, a reviewer shall adhere to the following:-

(a) maintain an acceptable standard of professional conduct in all matters pertaining to the
review;

(b) be free from conflict of interest as pertains to the accountancy practice under review;

(c) sign a declaration of independence as shall be determined by the Registration
Committee from time to time;

(d) inform the Registration Committee of any instance where his independence may be
compromised;

(e) maintain confidentiality in regard to any matter within their knowledge when undertaking
the review; and

(f) sign a statement of confidentiality as shall be determined by the Registration Committee,
to ensure that at any time no other person has access to the records, documents or any
other material in any form which is in their possession or under their control by virtue of their
being or having been appointed or having performed or having assisted any other persons
in the performance of the review.

15. The Registration Committee shall put in place mechanisms to ensure that
confidentiality is maintained with respect to a reviewed member or firm, its clients and
records under the custody of the Registration Committee.

16. Notwithstanding the provisions of paragraph 15, Registration Committee shall
publicize the outcome of a reviewed member or firm as shall be determined from time to
time by the Registration Committee.

17. Pursuant to paragraph 15 the Registration Committee shall ensure that:

(a) areviewer that acts contrary to the Act and these Regulations, shall be withdrawn from
current and future reviews and be subjected to disciplinary action, if he is a member or firm
of the Institute or be debarred if he is a member of a recognized institution, as shall be
communicated by the Registration Committee;

(b) all the review working papers shall be retained for a period of seven years or for such
a time as shall be provided in any statues or where the matter is under review by the
Disciplinary Committee or a Court of Law following the conclusion of the review; and

(c) areviewer shall sign a service level agreement with the Registration Committee on each
assignment to be undertaken.

C. Competence

18. The Registration Committee shall provide induction course to a reviewer and any
other person involved in a review in the form of, but not limited to:

(a) induction training to orient reviewers on relevant legislation, policies and procedures
governing reviews;

(b) exposure to relevant publications, journals, periodicals and other relevant documents
on quality review; and

(c) any other form of training deemed necessary as may be determined by the Registration
Committee from time to time.

Part IV - CONDUCT OF REVIEWS

19. A member or a firm in practice shall be subjected to a three-year review cycle and
such reviews shall be designated as routine visits.
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20. The Registration Committee shall develop an annual review schedule for review of
a member or firm in practice or as shall be determined from time to time by the committee.

21. Pursuant to paragraph (20) the Registration Committee shall develop operational
manuals to guide the review process.

22. The Registration Committee shall determine the annual review schedule taking into
account among others the following:-

(a) the whole population of members or firms in practice
(b) the size, previous reviews and the geographical spread of members or firms

(c) key risk indicators identified from self-review form as set out in the First Schedule of
this regulation

23. Notwithstanding the provisions of paragraph 19, a firm or member will be designated
for an annual review, if the profile and self-review as set out in First Schedule indicate that
the firm is conducting audits or non-assurance work that poses greater risk to the public due
to the nature of the clients or if work performed is below standard.

24. Pursuant to paragraph 23 above, a member or firm providing assurance or non-
assurance services to the following shall be reviewed annually:

(a) companies as defined by the Companies Act (Cap. 486) or listed companies;

(b) all companies or entities with a gross revenue of over Kenya Shillings five million;

(c) regulated entities; and

(d) outsourced work by the Auditor General in line with the Public Audit Act (Cap. 412B).

25. All follow-up visits to address identified deficiencies shall not form part of the
annual review cycle and the scope of such reviews shall be as determined by Registration
Committee with all attendant costs met by the member or firm under review.

26. A member or firm under review shall inform the client, in the engagement letter to
the effect that the working papers in connection with the audit or non-assurance work shall
be subject to review by the Registration Committee.

27. (1) A member or firm in practice selected for review shall be required to:

(a) provide the reviewer with unlimited access to records as may be deemed necessary for
the purpose of the review;

(b) provide any information in connection to the review; and
(c) provide any information relating to the client, which may be required for the purpose
of the review.

(2) Where a firm fails to provide any information or document required in the process of
review, the Council may refer the matter to the Disciplinary Committee.

28. Pursuant to section 2 of the Act and this Schedule, the Registration Committee shall
request a member or firm to provide the following:

(@) afilled information questionnaire which shall be returned two weeks before
the visit;

(b) a copy of the opening meeting aide memoire; and
(c) alist of documents and records which shall be requested at the visit.
29. Pursuant to paragraph (28) the Registration Committee shall:

(&) have an entry meeting with the member or firm and provide a brief outline of
the review process from which minutes shall be kept;

(b) identify weaknesses in the assurance and non-assurance process to
recommend the required technical assistance and professional development
to be undertaken by a member or firm in practice; and
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(c) have an exit meeting with the member or firm to discuss among others the
initial report subject to the following:

(i) theinitial report as shall be determined by the Registration Committee
from time to time provided to the member or firm fourteen days prior
to the exit meeting;

(i)  minutes of the exit meeting be taken to the Registration Committee
signed by both parties; and

(i)  a member or firm will be required to respond in writing, to any matter
in the initial report within twenty-one days from the date of the exit
meeting to the reviewer;

(d) berequired to submit the documents under (c) to the Registration Committee;
(e) determine the completion of the assignment and issue a review report within

thirty working days on finalisation of the review in a manner as shall be
determined by the Registration Committee from time to time;

(f)  design and communicate appropriate remedial actions where necessary; and

(g) rate the firms or members in accordance with a criterion as shall be
determined from time to time.

30. Pursuant to paragraph (29) (g), the Registration Committee shall in accordance with
section (13) (2) (d) of the Act determine the implication of the rating to the member or firm
and the remedial action required or; refer the matter to Council for further inquiry under
section 32 of the Act.

FOURTH SCHEDULE
[r. 7(1)]
CONDUCT OF INVESTIGATIONS
CONDUCT OF INVESTIGATIONS BY THE REGISTRATION COMMITTEE

1. (1) Pursuant to Section 13(3) of the Act, the Registration Committee may undertake
such investigations as it deems appropriate in order to enforce compliance with the
provisions of the Act.

(2) Notwithstanding (1) above, the Registration Committee shall undertake
investigation where, it has reasonable cause to believe, either on its own motion or
as a result of a quality review, that —

(@) an individual or firm’s operational practices have violated international
Standards on Quality Management and other relevant local or
International Standards in accountancy;

(b) an individual or firm is operating under a registered name without due
approval and or scope of the licence; and

(c) an individual or firm has been involved in malpractice and such
information is in public domain or occasioned by a public complaint.

(3) Pursuant to subparagraph (1) above, where the Registration Committee has
reasonable cause to believe, either on its own motion or as a result of a complaint
received from any person, that —

(@) an offence has been committed under this Act; or

(b) a licensed or approved person may have engaged in embezzlement,
fraud, misfeasance or other misconduct in connection with its regulated
activity; or

(c) the manner in which a licensed or approved person has engaged
or is engaging in the regulated activity is not in the interest of the
person’s clients or in the public interest, the Secretary to the Registration

62



[Rev. 2022] No. 15 of 2008
Accountants

[Subsidiary]

Committee may in writing depute a suitably qualified person to conduct
investigations into the matter on behalf of the Registration Committee.

(4) In conducting investigations under any circumstance in (1) or (2) above, the
Registration Committee shall

(@) appoint an investigator in liaison with other law enforcement agencies;

(b)  requisition evidence, examine records and documents prepared or held
by, or likely to be availed to, the individual or firm under investigation; and

(c) present such evidence for proper determination and compilation of the
case for adjudication in the Disciplinary Committee, in Court or to other
law enforcement agencies as the case may be.

2. The Registration Committee may require any person or firm under investigation

(a) any record or document which contains, or which is likely to contain information relevant
to the investigation under this Schedule;

(b) to produce to the investigator, within such time as shall be prescribed and at such
place as the investigator may require in writing, any record or document specified by the
investigator which is, or may be, relevant to the investigation, and which is in the possession
or under the control of that person;

(c) to give an explanation or further particulars in respect of any record or document
produced under paragraph 2(a) and 2(b) above;

(d) to attend before the investigator at the time and place specified in writing by the
investigator, and to the best of his ability under oath or affirmation answer any question
relating to the matters under investigation as the investigator may put to him; and

(e) to assist the investigator with the investigation to the best of the person’s ability.

3. The Registration Committee may obtain such official information as it considers
necessary to fulfil its functions, duties and powers from a person who is not a member,
employee or office holder of the entity or firm or company, within fourteen days and in doing
so, the Registration Committee may —

(a) advise the person in writing of the nature of the information and why it is needed;
(b) state that the information is required under the Act;

(c) ask for further information where necessary; and

(d) summon the person, if necessary.

4. For the purposes of obtaining full information, the Registration Committee shall issue
directions to—

(a) a company where a professional accountant has provided services;
(b) a subsidiary of the company where a professional accountant has provided services;

(c) a company which is substantially under the control of the same person as the company
where a professional accountant has provided services;

(d) any originator, servicer, trustee, manager, director, auditor or any other party associated
with a records and books of accounts, financial statements and annual financial reports
where a professional accountant has provided services; or

(e) any party associated with the issue of financial statements and annual financial reports
or as prescribed by any other law, where a professional accountant has provided services.

5. (1) For the purposes of exercising or performing the functions under this Schedule,
the Registration Committee shall require a firm or company or any person employed by firm
or company where a professional accountant has provided services —

(a) to produce any official document in the firm's or company’s or person's custody, care
or control; and
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(b) to provide the Institute with information or an explanation about any official information,
system or asset.

(2) The Institute or the Registration Committee may obtain such official information as it
considers necessary to fulfil its functions, duties and powers from a person who is not a
member, employee or office holder of the firm or company, within fourteen days and in doing
so, the Institute may —

(a) advise the person in writing of the nature of the information and why it is needed;
(b) state that the information is required under the Act;

(c) ask for further information where necessary;

(d) summon the person, if necessary;

(3) Where the information required is not official, then the Registration Committee will have
to apply to the courts to obtain such information.

(4) In cases where the Registration Committee suspects fraud or corruption, it may invite
the relevant organs for their appropriate action.

(5) Pursuant to Section 13(3) of the Act, production of information shall have effect
notwithstanding—

(@) any law relating to privilege or the public interest with respect to the giving of
information or the production of any accounts, documents, or records (including in
electronic format); or

(b) any contractual duty of confidentiality.

6. Where the information required is not official but requisite for the conduct of its
investigations, then the Registration Committee shall apply to the courts to obtain such
information.

7. Pursuant to Section 13(2)(f) of the Act, in cases where the Registration Committee
suspects fraud or corruption, it may invite the relevant state organs for their appropriate
action.

8. Pursuant to Section 13(4) of the Act, upon conclusion of an investigation, the
Registration Committee may make recommendations to Council and refer a matter for
disciplinary inquiry under Section 32 of the Act.
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THE ACCOUNTANTS (STANDARDS OF PROFESSIONAL
PRACTICE AND ETHICAL CONDUCT) REGULATIONS

ARRANGEMENT OF REGULATIONS
PART | — PRELIMINARY
Regulation
1. Citation

2. Interpretation
3. Objects and purpose

PART |l - PROFESSIONAL AWARDS OF THE INSTITUTE
4. Conferment of Fellowship and Honorary Fellowship

PART Il - PROFESSIONAL STANDARDS OF PRACTICE BY MEMBERS
5. Professional ethics

6. Standards of professional accountancy practice including accounting and auditing
standards

7. Continuous Professional Development

8. Guidelines on Practice Review

9. Ethical marketing and publicity in the accounting profession
10. Dispute resolution

PART IV — MEETINGS OF THE INSTITUTE
11.  Conduct of meetings of the Institute and Council

SCHEDULES
GUIDELINES FOR THE AWARD OF FELLOWSHIPS

STANDARDS OF PROFESSIONAL ACCOUNTANCY PRACTICE AND ETHICAL
CONDUCT

STANDARDS ON CONTINUING PROFESSIONAL DEVELOPMENT
ACCOUNTANCY PRACTICE NOTES

GUIDELINES ON ETHICAL MARKETING AND ADVERTISING FOR
PROFESSIONAL ACCOUNTANTS

CONDUCT OF MEETINGS OF THE INSTITUTE
CONDUCT OF MEETINGS OF THE COUNCIL
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THE ACCOUNTANTS (STANDARDS OF PROFESSIONAL
PRACTICE AND ETHICAL CONDUCT) REGULATIONS
[Legal Notice 147 of 2022]

PART | — PRELIMINARY
1. Citation

These Regulations may be cited as the Accountants (Standards of Professional Practice
and Ethical Conduct) Regulations.

2. Interpretation
In these Regulations, unless the context otherwise requires —
"Act" means the Accountants Act (Cap. 531);

"committees" includes subcommittees, workgroups, work streams, steering committees
or branch executive committees;

"Council" has the meaning assigned to it under section 2 of the Act;

"Continuous Professional Development Program" means the continuous maintenance,
development and enhancement of the professional and personal skills, of Certified Public
Accountants to enable the execution of professional and technical duties;

"Disciplinary Committee" has the meaning assigned to it under section 2 of the Act;
"firm" has the meaning assigned to it under section 2 of the Act;
"Institute" has the meaning assigned to it under section 2 of the Act;

"member" means a person who is registered with the Institute in accordance with
sections 4 and 24 of the Act;

"member in good standing," means a member of the Institute who has attained
the requirements of the Institute’s continuous professional development program, paid
the applicable fees and subscriptions and has no pending disciplinary case before the
Disciplinary Committee; and

"Registration Committee" means the Registration and Quality Assurance Committee
established under section 13 of the Act.

3. Objects and purpose

The objects and purpose of these Regulations shall be to provide for the means of
administering the Act by the Council with respect to —

(@) matters affecting the operations of the Institute and practice by members of
the Institute; and

(b) setting standards of professional practice and ethical conduct.
PART Il - PROFESSIONAL AWARDS OF THE INSTITUTE

4. Conferment of Fellowship and Honorary Fellowship

(1) The conferment of Fellowship and Honorary Fellowship by the Council pursuant to
sections 4 and 6 of the Act shall be as set out in the First Schedule to these Regulations.

(2) The Council may revise the First Schedule with the approval of the Cabinet Secretary.
PART Ill - PROFESSIONAL STANDARDS OF PRACTICE BY MEMBERS

5. Professional ethics

(1) Every member shall comply with the standards of practice of the accounting
profession and guidelines on ethical behavior set out in the Second Schedule.
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(2) The Council may revise the Second Schedule with the approval of the Cabinet
Secretary.

6. Standards of professional accountancy practice including accounting and
auditing standards

(1) A member shall comply with the standards of professional accountancy practice,
including accounting and auditing standards, as issued by the International Federation of
Accountants or any other applicable regulatory or international standards.

(2) Pursuant to section 9(3) of the Act, such standards of professional practice shall
include —

(@) Standards on Continuing Professional Development as set out in the Third
Schedule;

(b) Accountancy Practice Notes as set out in the Fourth Schedule;

(c) Guidelines on Ethical Marketing and Advertising for Professional Accountants
as set out in the Fifth Schedule; and

(d) any other standards made by the Council from time to time with the approval
of the Cabinet Secretary by Notice in the Gazette.

(3) The Council may revise the Third Schedule with the approval of the Cabinet
Secretary.

7. Continuous Professional Development

(1) The Council shall maintain and improve the technical skills and abilities of the
members of the Institute, through continuing professional development.

(2) Not later than three months after each year, a professional accountant shall furnish
the Institute with information on his or her continuing professional development activities for
the preceding year.

(3) Where a professional accountant fails to comply with this regulation, he or she shall
be required to comply in the subsequent calendar year.

(4) A professional accountant who is a member of the Institute and has attained the
statutory retirement age,—

(@) shall if he continues to practise as a professional accountant, meet all the
requirements of professional practice; and

(b) does not continue to practise as a professional accountant, if he does not
meet the requirements set out by the Council in order to remain in the register.

(5) A member who fails to comply with this regulation shall be deemed guilty of
professional misconduct as prescribed under section 30 (1)(h) of the Act and shall be liable
to disciplinary action.

8. Guidelines on Practice Review
(1) Pursuant to regulation 6 (2) (b), the following shall guide Practice Review Standards,

(@) the name of the practicing firm shall be approved by the Council prior to
submission to the Registrar of Companies for registration;

(b) a member in practice shall sign on an assurance engagement or any other
engagement in his or her own name on behalf of the firm and provide his or
her Institute membership number and practice license number, whether they
are a sole proprietorship or a partnership.

(2) Notwithstanding sub regulation (1), a member in practice may sign using the name
of the firm provided the name of the person signing is indicated in a prominent place below
the signature.

(3) Anindividual partner and firm shall be issued with a practicing certificate and licence
issued by the Institute to practice accountancy in accordance with the Act and Regulations.
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(4) A member in practice who is suspended pursuant to a disciplinary process under the
Act and Regulations shall hand over the activities of the firm to an interim manager approved
by the Institute for the period of suspension in the case of a sole practitioner or to the other
partners where there is more than one partner, as may be determined by the Council.

(5) A member in practice shall be required to register all the branches of the firm with
the Institute.

(6) The resident person in charge of the branch shall be required to be a full member
of the Institute.

(7) The firm shall provide to the Institute, the details of the partner responsible for the
quality of the work done at any of its branches.

(8) The Council shall from time to time determine, how any other category of the
accountancy practice shall sign off their professional work as set out in the Fourth Schedule.

9. Ethical marketing and publicity in the accounting profession

A member of the Institute shall observe and apply the Guidelines on Ethical Marketing
and Advertising for Professional Accountants as set out in the Fifth Schedule.

10. Dispute resolution

(1) Where a dispute arises relating to the rights of a member against any other member,
the Council, committees, committee members, but excluding disciplinary proceedings for
professional misconduct under section 30 of the Act; the aggrieved party shall refer the
dispute in writing to the Secretary to the Council.

(2) Where the dispute involves the Secretary to the Council, the aggrieved party shall
refer the dispute to the Chairperson.

(3) Where the dispute involves the Chairperson, the aggrieved party shall refer the
dispute to the Secretary to the Council.

(4) The Secretary to the Council or Chairperson shall notify the relevant parties of the
dispute within seven days of such referral and invite the parties to make attempts to reach
an amicable settlement by negotiation, conciliation or mediation.

(5) Where a dispute has been referred to the Council and the dispute cannot be resolved
within six months, the Chairperson or the Secretary to the Council shall, within fourteen
days submit the dispute to arbitration through the Chartered Institute of Arbitrators, Kenya
Chapter or the Nairobi Centre for International Arbitration.

(6) Where a dispute has been referred for arbitration and the dispute cannot be resolved
within six months, the aggrieved parties may seek legal redress through the Court.
PART IV — MEETINGS OF THE INSTITUTE

11. Conduct of meetings of the Institute and Council

(1) Pursuant to section 9 (4) of the Act, the meetings of the Institute shall be conducted
as follows —

(@) the conduct of meetings of the Institute shall be in accordance with the First
Schedule of the Act and as set out in the Sixth Schedule; and

(b) the conduct of meetings of the Council shall be in accordance with the Second
Schedule of the Act and as set out in the Seventh Schedule.

(2) A meeting of the Institute or Council may be held physically, virtually or a combination
of both, as may be determined by the Council from time to time.
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FIRST SCHEDULE
[r. 4]
GUIDELINES FOR THE AWARD OF FELLOWSHIPS
A. PREAMBLE

1. Achieving fellowship is a significant milestone in a member's professional and
career journey. It demonstrates to employers and business associates that the member
has extensive experience and has made a substantiated long-term commitment to
professionalism and ethics.

2. The Institute shall mark this achievement by issuing Commendation or Fellowship
Certificates, which shall be awarded at a special meeting of the Institute or any other meeting
that Council may decide from time to time.

3. For the purpose of these Guidelines, these awards will be in recognition of outstanding
achievements in promoting accountancy and governance.

"Outstanding achievement" will be defined as something accomplished, especially by
superior ability, special effort, great courage, or a great or heroic deed in the context of
promotion of accountancy and good governance.

4. These must be acts and related achievements outside one’s expected roles and shall
be judged based on and not limited to —

(a) the fact that the achievement was not expected as part of the awardees assigned roles;
(b) the impact is far reaching at global or continent or country-level; and

(c) the achievement is comparable to not more than the top three best similar achievements
in the economy, industry or industry sector.

5. The role of the Nominations Committee shall be to debate and benchmark the cited
achievements against the best similar achievements in the economy, industry or industry
sector and make recommendations to the Council based on the three aspects set out in
paragraph 4(a),(b) and (c).

B. GUIDELINES AND REQUIREMENTS FOR THE AWARD OF FELLOWSHIP

6. The FCPA designation is the highest honour that the Institute can bestow on its
members in recognition of their immense contributions to the profession. In recognition of
the services and contributions to the profession and the Country, the Council at its discretion
may admit such members as fellows of the Institute.

7. To qualify for this award a member must —

(a) have published at least ten peer reviewed articles in a reputable international
accountancy journal or an author of at least a book in accountancy and taught accountancy
at CPA level or degree level for at least ten years in which case the last academic
institution where the member taught in shall write a confidential account of the conduct and
performance of the member in a prescribed format and have supervised ten PhD students
to completion of their research in Accountancy;

(b) have experience in public practice for at least twenty years, ten of which must have
been as a director or partner and committed at least cumulative one hundred hours in any
of the following Institute activities —

(i) training;
(i)  Audit Quality Reviews;
(iii)  specific task forces;
(iv)  responding to exposure drafts or consultation papers.

(c) have passed Audit Quality Reviews for three review cycles and served in Council
Committees for six years cumulatively;
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(d) have at least twenty years progressive experience in public sector, ten of which must
have been up to senior management level, served in Council Committees for six years
cumulatively or served two terms in the Council and committed cumulatively one hundred
hours in any of the following Institute activities —

(i) training;
(i)  Audit Quality Reviews;
(i)  specific task forces,
(e) have exposure drafts or consultation papers, progressive experience in public sector up
to senior management level for twenty years, served in Council Committees for six years

cumulatively or served two terms in the Council and committed cumulatively one hundred
hours in any of the following Institute activities —

(i) training;
(i)  Audit Quality Reviews;
(i)  specific task forces;
(iv)  responding to exposure drafts or consultation papers.
(f) have served in Council Committees for eight years cumulatively and two terms in the
Council provided that the time served in the Council does not count in the Council committee
service and committed cumulatively one hundred hours in any of the following Institute
activities —
(i) training,
(i)  Audit Quality Reviews,
(i)  specific task forces,
(iv)  responding to exposure drafts or consultation papers;

(g) have served as the Institute Chairperson for a full term;

(h) have been officially recognized or awarded for exemplary service or contribution to
the profession by the International Federation of Accountants or Pan African Federation of
Accountants;

(i) have made outstanding contribution to the country that promotes governance,
accountability, accountancy, public service, innovation or business over a period of ten
years.

(j) have been a member of the Institute in good standing for at least ten consecutive years; or

(k) have received commendation not less than two years prior to the date of consideration
for fellowship; and

(I) comply with Chapter Six of the Constitution.
C. GUIDELINES AND REQUIREMENTS FOR THE AWARD OF COMMENDATIONS

8. In recognition of the members’ services and contributions to the Institute, the Council
at its discretion may recognize such members by awarding them commendations.

9. To qualify for this award, one must be a member of the Institute in good standing for
five continuous years and —
(a) demonstrate exemplary service to the Institute such as —
(i)  serving in Council committees or task forces for two complete terms;
(i)  serving in the branch executive committee for six years;
(i)  serving as branch chairman for one term;
(iv)  serving in the Council for one term;

(v)  provided three hundred hours of training to the Institute over a period of five
years with an aggregate score of seventy percent; or
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(vi) published five articles in a relevant field in a reputable journal or the
Accountant Journal;

(b) served as an employee of the Institute for at least six years, two of which must include
provision of support to the Council directly, the committees or demonstrated commitment of
at least cumulatively two hundred hours in any of the following Council activities —

(i) training;
(i)  Audit Quality Reviews;
(i)  specific task forces;
(iv)  responding to exposure drafts or consultation papers.
10. A member may receive an additional commendation if —
(i) three years have elapsed since the last award;

(i)  he or she meets the requirements for commendation and the achievement is
different from that considered in awarding the previous commendation; and

(i)  he or she complies with Chapter Six of the Constitution.
D. HONORARY FELLOWSHIP AWARDS

11. Section 6 of the Accountants Act stipulates that where the Council considers that a
person, not being a member of the Institute has rendered special services to the Institute or
the accountancy profession, the Council may invite such a person to become an Honorary
Fellow of the Institute.

12. An Honorary Fellow shall not be a member of the Institute.
13. An award of the Honorary Fellowship of the Institute shall serve to —

(a) recognize support for the Institute’s mission and the profession in general by non-CPA
professionals;

(b) encourage support to the Institute and professional accountancy in form of research,
publication and authorship, funding, advocacy, knowledge transfer; and

(c) promote international recognition and brand equity through brand ambassadorship.

14. The Council may grant the award of an honorary CPA credential to a person other
than a member of the Institute.

15. The purpose of the honorary award will be to recognize individuals of distinction who
have made a significant contribution to the Institute, the country, or the public in advancing
the accountancy profession.

16. The award is to recognize the individual and enhance the reputation of the Institute.

17. The awardee for the Honorary Fellowship shall use the "HCPA" designation before
his name which indicates "the Honorary aspect (H)" and "the CPA brand".

18. Nominations and background checks for the nominees shall be carried out with
utmost confidentiality and the nominee shall only be notified upon successful nomination.

19. The general criteria for the conferment of an Honorary CPA (HCPA) shall
be exceptional contribution to the accounting profession demonstrated by outstanding
leadership or service to the Institute or the profession.

20. The awardee is expected to maintain a continuing association with the Institute.
21. A person may be awarded an Honorary CPA for —
(a) outstanding leadership and mentorship;

(b) exceptional distinction in advancing governance, accountability and integrity that adds
value and enhances the recognition of the accountancy profession;

(c) outstanding service to the Institute;
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(d) outstanding service to the profession, Institute or the public extending over a long period;

(e) outstanding contribution to the advancement of the profession or activities of the Institute;
and

(f) outstanding public service in support of the Institute’s mandate.

E. PROCESS OF AWARDING COMMENDATIONS, FELLOWSHIPS AND HONORARY
AWARDS

22. At the discretion of the Council, the Council through the Nominations Committee, will
call for nominations in a prescribed format from members of the Institute interested in being
awarded or nominating other members to be awarded either a fellowship, commendation or
honorary fellowship within a prescribed period of time.

23. The Nominations Committee shall consider the applications and make
recommendations to the Council for award.

F. WITHDRAWAL OF FELLOWSHIPS, COMMENDATIONS AND HONORARY
AWARDS:

Basis for withdrawal of Fellowships, Commendations and Honorary Awards

24. The Council may at its discretion withdraw the Fellowships, Commendations or
Honorary Awards awarded to the members of the Institute or non-member for an Honorary
Award as it may deem fit, if such a person —

(@) has been found guilty of an act of professional misconduct in accordance with the
provisions of the Accountant’s Act, By-Laws, and International Accounting Standards; or

(b) has been convicted of an offence and sentenced to imprisonment for a term of six
months or more without or without the option of a fine; or

(c) has been convicted of an offence involving corruption, dishonesty, or abuse of office; or

(d) has been adjudged bankrupt or has entered onto a composition of scheme of
arrangement with his creditors; or

(e) conducts himself in any manner that brings disrepute to the profession or the Institute; or
(f) ceases to be a member of the Institute by a provision of the Accountants Act.

Procedural Due Process and withdrawal of Fellowship, Commendations and Honorary
CPA

25. (1) In conformity with due process, the withdrawal of Fellowships, Commendations
and Honorary Awards shall be carried out in such a manner that the Member or Honorary
Member shall not be denied his or her legal rights in accordance with the right to a fair
hearing.

(2) These rights shall include, but are not limited to —
(@) theright to an unbiased trial;
(b) the right to be given notice of the proposed trial and the reason for it;
(c) the right of the individual to be aware of evidence against him or her;
(d) the right to present evidence and call witnesses; and
(e) theright to be represented by counsel.

(3) The Council or the designated Committee of the Council shall upon collection and
evaluation of factual evidence, notify the Member or Honorary Members of the facts.

(4) The decision of the Committee shall be communicated to the Council and the Council
may where it deems fit, adopt the recommendations of the Committee.

(5) The Member or Honorary Members shall then be notified of the decision of the
Council through the Secretary to the Council.

G. APPEALS
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26. Where due process has been completed, a Member or Honorary Member, shall be
notified of the intent to withdraw the Fellowship, Commendation or Honorary Award.

27. The notice shall include the reasons for withdrawal.

28. The withdrawal shall not be become effective until all appeals are exhausted.

29. If a Member or Honorary Member decides to appeal the decision, an Appeals
Committee shall be established by the Council.
30. The Appeals Committee shall review the matter within thirty days of receipt of the
appeal.
31. The Appeals Committee shall communicate its decision to the Council upon
completion of the hearing of the appeal which may —
(@) uphold the decision of the Council to withdraw the Award; or
(b) reinstate the award.
32. The decision of the Appeals Committee shall be communicated to the Council and
the recommendation adopted by the Council.

33. Where the Council decides to withdraw the award, the Council shall authorize the
Chief Executive Officer of the Institute to notify members and the public through media of
nationwide circulation that the Member or Honorary Fellow has been stripped of the award.

34. The records of these proceedings and the decision shall be kept in safe custody
and the member’s records in the Institute’s databases and mailing lists shall be amended
accordingly.

H. REVIEW AND AMENDMENTS

35. These Guidelines shall be reviewed every two years or at any other time as may be
deemed fit by the Council.

SECOND SCHEDULE
[r. 5]

STANDARDS OF PROFESSIONAL ACCOUNTANCY
PRACTICE AND ETHICAL CONDUCT

PART | — GENERAL APPLICATION OF THE CODE

1. The Code of Ethics for Professional Accountants includes provisions as prescribed by the
International Federation of Accountants through the International Ethics Standards Board
for Accountants together with specific requirements under the Kenyan context.

2. A member body of International Federation of Accountants or firm may not apply less
stringent standards than those stated in that Code.

3. A member of the Institute is guilty of professional misconduct if such member commits
any offence under section 30 (1).

4. The observance of this Code complies with the provision of that section.

5. The Council shall inquire into apparent failure by a member to observe the ethical
requirements and may refer the matter to the Disciplinary Committee in accordance with
section 32(1) of the Accountants Act.

6. The Disciplinary Committee shall after inquiry make recommendations to the Council on
the action to be taken against the member in accordance with section 33 of the Act.

A. FUNDAMENTAL PRINCIPLES

7. A professional accountant is required to comply with the following fundamental
principles—
Issue Principles or Values
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Integrity A professional accountant
should be straightforward
and honest in all
professional and business
relationships.

Obijectivity A professional accountant

Professional Competence and Due Care

Confidentiality

should not allow bias,
conflict of interest or
undue influence of others
to override professional or
business judgments.

A professional accountant
has a continuing duty

to maintain professional
knowledge and skill at the
level required to ensure
that a client or employer
receives competent
professional service based
on current developments
in practice, legislation and
techniques.

A professional accountant
shall act diligently and

in accordance with
applicable technical

and professional
standards when providing
professional services.

A professional accountant
shall respect the
confidentiality of
information acquired as

a result of professional
and business relationships
and should not disclose
any such information to
third parties without proper
and specific authority
unless there is a legal or
professional right or duty
to disclose.

Confidential information
acquired as a result

of professional and
business relationships
should not be used for the
personal advantage of the
professional accountant or
third parties.
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Professional Behavior A professional accountant
should comply with
relevant laws and
regulations and should
avoid any action that
discredits the profession.

B. THREATS AND SAFEGUARDS
8. (1) Compliance with the fundamental principles may potentially be threatened by a broad
range of circumstances.
(2) Threats fall into the following categories —

(a) self-interest threats which may occur as a result of the financial or other
interests of a professional accountant or of an immediate or close family;

(b)  self-review threats, which may occur when a previous judgment needs
to be revaluated by the professional accountant responsible for that
judgment;

(c) advocacy threats, which may occur when a professional accountant
promotes a position or opinion to the point that subsequent objectivity may
be compromised;

(d)  familiarity threats, which may occur when, because of a close relationship,
a professional accountant becomes too sympathetic to the interests of
others; and

(e) intimidation threats, which may occur when a professional accountant
may be deterred from acting objectively by threats, actual or perceived.
C. SAFEGUARDS
9. Safeguards that may eliminate or reduce such threats to an acceptable level are
categorized into two —
(@) safeguards created by the profession, legislation or regulation; and
(b) safeguards in the work environment.

D. ETHICAL CONFLICT RESOLUTION

10. In evaluating compliance with the fundamental principles, a professional accountant
may be required to resolve a conflict in the application of fundamental principles.

11. When initiating either a formal or informal conflict, a professional accountant should be
able to identify —

(@) relevant facts;

(b) ethical issues involved;

(c) fundamental principles related to the matter in question;

(d) established internal procedures; and

(e) alternative courses of action.

PART B — PROFESSIONAL ACCOUNTANTS IN PUBLIC PRACTICE
OR LICENSED PROFESSIONAL ACCOUNTANTS AND FIRMS

12. This Part of the Schedule illustrates how the conceptual framework is to be applied by
professional accountants in public practice.

13. A professional accountant in public practice shall not engage in any business,
occupation or activity that impairs or might impair integrity, objectivity or the good reputation
of the profession.

A. THREATS AND SAFEGUARDS

14. Threats can be categorized into —
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(@) self-interest;
(b) self-review;

(c) advocacy;

(d) familiarity; and
(e) intimidation.

15. The nature and significance of the threats may differ depending on whether they arise
in relation to the provision of services to a financial statement audit client, a no-financial
statement audit assurance client or a non-assurance client.

16. Safeguards that may eliminate or reduce threats to an acceptable level fall into two
broad categories —

(@) safeguards created by the profession, legislation or regulation; and
(b) safeguards in the work environment.

17. In the work environment, the relevant safeguards will vary depending on the
circumstances for instance work environment safeguards comprise firm-wide safeguards
and engagement specific safeguards.

18. A professional accountant in public practice shall exercise judgment to determine how
to best deal with an identified threat.

19. In exercising this judgment, a professional accountant in public practice should consider
what a reasonable and informed third party, having knowledge of all relevant information,
including the significance of the threat and the safeguards applied, would reasonably
conclude to be acceptable.

20. This consideration will be affected by matters such as the significance of the threat, the
nature of the engagement and the structure of the firm.

B. PROFESSIONAL APPOINTMENT

21. Client Acceptance —

(1) Before accepting a new client relationship, a professional accountant in public
practice shall consider whether acceptance would create any threats to compliance
with the fundamental principles.

(2) Potential threats to integrity or professional behaviour may be created from, for
example, questionable issues associated with the client (its owners, management
and activities).

(3) Appropriate safeguards may include obtaining knowledge and understanding of the
client, its owners, managers and those responsible for its governance and business
activities, or securing the client's commitment to improve corporate governance
practices or internal controls.

C. CONFLICTS OF INTEREST

22. (1) A professional accountant in public practice shall take reasonable steps to identify
circumstances that could pose a conflict of interest.

(2) Such circumstances may give rise to threats to compliance with the fundamental
principles for instance, a threat to objectivity may be created when a professional
accountant in public practice competes directly with a client or has a joint venture
or similar arrangement with a major competitor of a client and thereafter evaluate
any threats that may rise.

(3) Depending therefore on the circumstances giving rise the conflict, safeguards
should ordinarily include the professional accountant in public practice —

(@) notifying the client of the firm’s business interest or activities that may
represent a conflict of interest, and obtaining their consent to act in such
circumstances; or
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(b)  notifying all known relevant parties that the professional accountant in
public practice is acting for two or more parties in respect of a matter
where their respective interests are in conflict, and obtaining their consent
to so act; or

(c) notifying the client that the professional accountant in public practice does
not act exclusively for any one client in the provision of proposed services
for example, in a particular market sector or with respect to a specific
service and obtaining their consent to so act.

23. Where a conflict of interest poses a threat to one or more of the fundamental
principles, including objectivity, confidentiality or professional behaviour that cannot be
eliminated or reduced to an acceptable level through the application of safeguards, the
professional accountant in public practice should conclude that it is not appropriate to accept
a specific engagement or that resignation from one or more conflicting engagements is
required.

D. SECOND OPINIONS

24. Occurs in a situation where a professional accountant in public practice is asked
to provide a second opinion on the application of accounting, auditing, reporting or other
standards or principles to specific circumstances or transactions by or on behalf of a
company or an entity that is not an existing client which may give rise to threats to compliance
with the fundamental principles.

25. The significance of the threat in this case will depend on the circumstances of the
request and all the other available facts and assumptions relevant to the expression of a
professional judgment.

E. FEES AND OTHER TYPES OF REMUNERATION

26. When entering into negotiations regarding professional services, a professional
accountant in public practice may quote a fee that he or she deems appropriate.

27. A professional accountant in public practice who quotes a fee lower than another is
not unethical but there may be threats to compliance with the fundamental principles arising
from the level of fees quoted for instance, a self interest threat to professional competence
and due care is created if the fee quoted is so low that it may be difficult to perform the
engagement in accordance with applicable technical and professional standards for that
price.

28. The significance of the threats will depend on factors such as the level of fee quoted
and the services to which it applies.

29. In view of these potential threats, safeguards should be considered and applied as
necessary to eliminate them or reduce them to an acceptable level.

30. Safeguards that may be adopted include —

(@) making the client aware of the terms of the engagement and, in particular,
the basis on which fees are charged and which services are covered by the
quoted fee;

(b) assigning appropriate time and qualified staff to the task.

31. A professional accountant in public practice may also pay a referral fee to obtain a
client, for example, where the client continues as a client of another professional accountant
in public practice but requires specialist services not offered by the existing accountant.

32. The payment of such a referral fee may also create a self-interest threat to objectivity
and professional competence and due care.

33. A professional accountant in public practice shall not pay or receive a referral
fee or commission, unless the professional accountant in public practice has established
safeguards to eliminate the threats or reduce them to an acceptable level.
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34. Such safeguards may include —

(@) disclosing to the client any arrangements to pay a referral fee to another
professional accountant for the work referred;

(b) disclosing to the client any arrangements to receive a referral fee for referring
the client to another professional accountant in public practice;

(c) obtaining advance agreement from the client for commission arrangements
in connection with the sale by a third party of goods or services to the client.

F. MARKETING PROFESSIONAL SERVICES

35. When a professional accountant in public practice solicits new work through
advertising or other forms of marketing, there may be potential threats to compliance with
the fundamental principles.

36. A professional accountant in public practice should not bring the profession into
disrepute when marketing professional services.

37. The professional accountant in public practice shall be honest and truthful and shall
not —

(@) make exaggerated claims for services offers, qualifications possessed or
experience gained; or

(b) make disparaging references to unsubstantiated comparisons to the work of
another.

38. If the professional accountant in public practice is in doubt whether a proposed form
of advertising or marketing is appropriate, the professional accountant in public practice
should consult with the relevant professional body.

G. CUSTODY OF CLIENT ASSETS

39. A professional accountant in public practice shall not assume custody of client
monies or other assets unless permitted to do so by law and, if so, in compliance with any
additional legal duties imposed on a professional accountant in public practice holding such
assets.

40. The holding of client assets creates threats to compliance with the fundamental
principles for instance there is a self-interest threat to professional behaviour and may be a
self-interest threat to objectivity arising from holding client assets.

41. To safeguard against such threats, a professional accountant in public practice
entrusted with money or other assets belonging to others shall —
(@) keep such assets separately from personal or firm assets;
(b) use such assets only for the purpose for which they are intended;

(c) atall times, be ready to account for those assets, and any income, dividends
or gains generated, to any persons entitled to such accounting; and

(d) comply with all relevant laws and regulations relevant to the holding of and
accounting for such assets.

H. OBJECTIVITY-ALL SERVICES

42. A professional accountant in public practice shall when providing any professional
services consider whether there are threats to compliance with the fundamental principle
of objectivity resulting from having interests in, or relationships with, a client or directors,
officers or employees.

43. A professional accountant in public practice shall evaluate the significance of
identified threats and, if they are other than clearly insignificant, safeguards shall be
considered and applied as necessary to eliminate them or reduce them to an acceptable
level.

44. Such safeguards may include —
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(@) withdrawing from the engagement team;

(b) supervisory procedures;

(c) terminating the financial or business relationship giving rise to the threat;
(d) discussing the issue with higher levels of management within the firm;
(e) discussing the issue with those charged with governance of the client.

|. INDEPENDENCE-ASSURANCE ENGAGEMENTS

45. In the case of an assurance engagement, it is in the public interest and, therefore,
required by the Code of Ethics, that members of assurance teams, firms and, when
applicable, network firms be independent of assurance clients.

46. Assurance engagements are designed to enhance intended users’ degree of
confidence about the outcome of the evaluation or measurement of a subject matter against
criteria.

47. The International Framework for Assurance Engagements (the Assurance
Framework) issued by the International Auditing and Assurance Standards Board describes
the elements and objectives of an assurance engagement and identifies engagements
to which International Standards on Auditing (ISAs), International Standards on Review
Engagements (ISREs) and International Standards on Assurance Engagements (ISAEs)
apply.

48. For a description of the elements and objectives of an assurance engagement
reference shall be made to the Assurance Framework.

J. OBJECTIVE AND STRUCTURE

49. The objective of this section is to assist firms and members of assurance teams in —
(@) identifying threats to independence;
(b) evaluating whether these threats are clearly insignificant; and

(c) incaseswhen the threats are not clearly insignificant, identifying and applying
appropriate safeguards to eliminate or reduce the threats to an acceptable
level.

50. It is important to consider what a reasonable and informed third party having
knowledge of all relevant information; including safeguards applied would reasonably
conclude to be unacceptable.

51. In situations when no safeguards are available to reduce the threat to an acceptable
level, the only possible actions are to compromise, eliminate the activities or interest creating
the threat, or to refuse to accept or continue the assurance engagement.

52. When threats to independence that are not clearly insignificant are identified, and
the firm decides to accept or continue the assurance engagement, the decision shall be
documented.

53. The documentation shall include a description of the threats identified and the
safeguards applied to eliminate or reduce the threats to an acceptable level.

54. Firms should establish policies and procedures relating to independence,
communications with audit committees or others charged with governance of the client.

55. In the case of the financial statement audit of listed entities, the firm shall
communicate orally and in writing at least annually, all relationships and other matters
between the firm, network firms and the financial statement audit client that in the firm’s
professional judgment may reasonably be thought to bear on independence.

K. PROVISIONS APPLICABLE TO ALL ASSURANCE CLIENTS

56. If a member of the assurance team, or their immediate family member, has a direct
financial interest, or a material indirect financial interest, in the assurance client, the self-
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interest threat created would be so significant that the only safeguards available to eliminate
the threat or reduce it to an acceptable level would be to —

(@) dispose of the direct financial interest prior to the individual becoming a
member of the assurance team;

(b) dispose of the indirect financial interest in total;

(c) dispose of a sufficient amount of it so that the remaining interest is no longer
material prior to the individual becoming a member of the assurance team; or

(d) remove the member of the assurance team from the assurance engagement.
L. PROVISIONS APPLICABLE TO FINANCIAL STATEMENT AUDIT CLIENTS

57. If a firm, or a network firm, has a direct financial interest in a financial statement audit
client of the firm the self-interest threat created would be so significant no safeguard could
reduce the threat to an acceptable level.

58. Consequently, the disposal of the financial interest would be the only action
appropriate to permit the firm to perform the engagement.

M. PROVISIONS APPLICABLE TO NON-FINANCIAL STATEMENT AUDIT
ASSURANCE CLIENTS

59. If a firm has a direct financial interest in an assurance client that is not a financial
statement audit client the self-interest threat created would be so significant no safeguard
could reduce the threat to an acceptable level.

60. Consequently, disposal of the financial interest would be the only action appropriate
to permit the firm to perform the engagement.

N. FEES AND PRICING FEES-RELATIVE

61. When the fees generated by an assurance client represents a large proportion of a
firm’s total fees, the dependence total on that client or client group and concern about the
possibility of losing the client may create a self-interest threat.

62. The significance of the threat will depend upon on; the structure of the firm and
whether the firm is well established or newly created. Such safeguards for the threats might
include —

(@) discussing the extent and nature of fees charged with the audit committee,
or others charged with governance;

(b) taking steps to reduce dependency on the client;

(c) external quality control reviews; and

(d) consulting a third party, such as a professional regulatory body or another
professional accountant.

PART Il - PROFESSIONAL ACCOUNTANTS IN BUSINESS
OR PROFESSIONAL ACCOUNTANTS IN COMMERCE
AND INDUSTRY, EMPLOYMENT AND PUBLIC SECTORS

63. This Part provides how the conceptual framework is applied by professional
accountants in business.

64. A professional accountant in business has a responsibility to further the legitimate
aims of their employing organization.

65. This Code does not seek to hinder a professional accountant in business from
properly fulfilling that responsibility but considers circumstances in which conflicts may be
created with the absolute duty to comply with the fundamental principles.

66. Members in industry, employment, private and public sectors are required to comply
with the provisions of the Act including the fundamental principles set out in this Schedule.

A. THREATS AND SAFEGUARDS
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67. Compliance with the fundamental principles may potentially be threatened by a broad
range of circumstances.

68. The threats fall into the following categories —
(a) Self-interest;
(b) Self-review;
(c) Advocacy;
(d) Familiarity; and
(e) Intimidation.

69. Safeguards that may eliminate or reduce to an acceptable level the threats faced by
professional accountants in business fall into two broad categories —

(a) Safeguards created by the profession;

(b) legislation or regulation; and

(c) safeguards in the work environment.
B. POTENTIAL CONFLICTS

70. A professional accountant in business has a professional obligation to comply with
the fundamental principles.

71. There may be times, however, when their responsibilities to an employing
organization and the professional obligations to comply with the fundamental principles are
in conflict.

72. Ordinarily, a professional accountant in business should support the legitimate and
ethical objectives established by the employer and the rules and procedures in support of
those objectives.

73. Nevertheless, where compliance with the fundamental principles is threatened, a
professional accountant in business must consider a response to the circumstances.

C. PREPARATION AND REPORTING OF INFORMATION

74. Professional accountants in business are often involved in the preparation and
reporting of information that may either be made public or used by others inside or outside
the employing organization.

75. Such information may include financial or management information.

76. A professional accountant in business should prepare or present such information
fairly, honestly and in accordance with relevant professional standards so that the
information will be understood in its context.

77. A member in industry, employment, private and public sectors shall prepare and
present any financial information fully, honestly, professionally and in accordance with the
relevant professional standards as issued and implemented by the Institute or other statutory
body from time to time.

78. A member in industry, employment, private and public sectors shall —

(a) assist the employer to maintain all financial and non-financial information in a manner
that describes clearly the true nature of business transaction, assets, liabilities; and

(b) record entries in a timely and proper manner as required by law and professional
standards as issued and implemented by the Institute or other statutory body from time to
time.

79. Threats to compliance with the fundamental principles may be created where
a professional accountant in business may be pressured to become associated with
misleading information or to become associated with misleading information through the
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actions of others. The significance of these threats will depend on factors such as the source
of the pressure and the degree to which the information is, or may be, misleading.

D. INDUCEMENTS

80. A member in industry, employment, private and public sectors shall not receive an
inducement in an attempt to unduly influence actions or decisions, encourage illegal or
dishonest behavior or illegally obtain confidential information.

81. If there are circumstances that threaten a member in industry, employment, private
and public sectors to be involved in receiving inducements, such member shall immediately
report to higher levels of management or those in charge of governance of the employing
organization.

82. A member in industry, employment, private and public sector shall not offer an
inducement to improperly influence professional judgment of a third party.

E. PROFESSIONAL COMPETENCE

83. A member in industry, employment, private and public sector shall only undertake
significant tasks for which the member has sufficient training and experience and where
necessary seek assistance from relevant experts.

84. A member in industry, employment, private or public sector shall not —
(a) intentionally seek employment without the requisite degree of expertise or experience; or

(b) intentionally mislead the employer as to the degree of expertise or experience he
possesses.

F. PROFESSIONAL STANDARDS

85. A member in industry, employment, private or public sector owes a duty to the
employer and the profession and shall not —

(a) act contrary to the law or regulations;

(b) breach the rules and standards of the accountancy profession;

(c) intentionally mislead officers acting as auditors to the employer or the Institute;
(d) be involved in corrupt practices; or

(e) issue a financial or non-financial report that materially misrepresents facts including but
not limited to financial statements, tax compliance, legal compliance or any reports required
by regulators or the Institute.

G. COMPLIANCE TO INTERNATIONAL CODE OF ETHICS FOR ACCOUNTANTS

86. A member shall, in addition to the provisions of this Code, comply with the prescribed
code of ethics for professional accountants as issued by the International Federation of
Accountants through the International Ethics Standards Board for Accountants from time
to time and any other applicable regulatory international and Institute pronouncements or
standards.

THIRD SCHEDULE
[r. 6(2)(2)]
STANDARDS ON CONTINUING PROFESSIONAL DEVELOPMENT
PART | - PREAMBLE

1. Pursuant to section 2 of the Act, the requirements of the international standards
on accountancy education, require a professional accountant to develop and maintain the
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professional competence necessary to provide high quality services to clients, employers
and other stakeholders and thereby strengthen public trust in the profession.

2. The professional accountant shall be required to develop and maintain professional
competence by undertaking relevant continuous professional development activities, in the
discharge of their roles and the Institute shall be required to —

(a) foster a commitment to lifelong learning among professional accountants;

(b) facilitate access to continuous professional development opportunities and resources
for professional accountants; and

(c) adopt prescribed requirements relating to the development and implementation
of appropriate measurement, monitoring, and compliance procedures, so as to help
professional accountants develop and maintain the professional competence necessary to
protect the public interest.

PART Il - SCOPE
3. These standards shall guide —

(a) all processes and decisions involved in conception, development, implementation and
evaluation of the Institute’s continuous professional development programs, from time to
time; and

(b) the recognition and categorization of continuous professional development programs
and award of continuous professional development units earned by members of the Institute.

PART Il - GUIDING PRINCIPLE
4. The following principles shall guide continuous professional development programs —

(a) a professional accountant shall have a continuing duty to maintain professional
knowledge and skill at the level required to ensure that a client or employer receives the
advantage of competent professional service based on current developments in practice,
legislation and techniques; and

(b) a professional accountant shall act diligently and in accordance with applicable technical
and professional standards issued by the Council from time to time, while discharging
professional accountancy services.

PART IV — OBJECTIVES
5. The objectives of the continuing professional development guidelines shall be to —

(a) set standards for preparation and delivery of continuing professional development for
the Institute’s members;

(b) adhere to the accountancy education standards, and statements of members
obligations, including professional accountancy standards; and

(c) provide for quality control for continuous professional development programs organized
by the Council and recognised institutions.

PART V — CONTINUOUS PROFESSIONAL DEVELOPMENT
6. Continuous professional development shall—

(a) outline the learning activities that professional accountants shall engage in and promote
life-long learning to develop and enhance their abilities;

(b) continually up skill or re-skill members, regardless of occupation, age or educational
level; and

(c) equip professional accountants with relevant and appropriate skills to improve their
output in current positions as well as develop them to provide innovative strategic leadership
including value-based decision making.
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7. Continuous professional development shall combine different methodologies to
learning, including but not limited to workshops, conferences, seminars, e- learning
programs, and professional forums.

8. The programs shall be focused to a member or firm to improve capacity and enhance
the professional competencies.

PART VIl - COMPLIANCE WITH CONTINUOUS
PROFESSIONAL DEVELOPMENT REQUIREMENT

9. A member shall be required to attain the minimum continuous professional
development hours each year as shall be determined by the Council from time to time.

10. Notwithstanding Part V, a member shall be deemed to be in good standing if they
have—

(a) attained the minimum continuous professional development hours as shall be
determined by the Council from time to time;

(b) no outstanding disciplinary matter; and
(c) paid the annual subscriptions.

PART VIII - CATEGORIZATION OF CONTINUOUS
PROFESSIONAL DEVELOPMENT UNITS

11. For purposes of this Part —

(a) "structured continuous professional development" shall consist of learning activities
that are measurable and verifiable designed to impart specific knowledge to a role in
accountancy and to achieve a particular learning outcome; and

(b) "unstructured continuous professional development" shall consist of learning activities
designed to enhance the broad knowledge in understanding the environment in which a
professional accountant in discharging his duties.

A. Continuous Professional Development

12. Qualifying continuous professional development units for a member shall be
classified as either structured or unstructured.

13. For a member to have attained the required minimum continuous professional
development hours, he or she shall be required to undertake both structured and
unstructured continuous professional development learning as determined by the Council
from time to time.

14. (1) For a program to qualify as a structured continuous professional development,
such a program shall meet the following attributes —

(a) be offered by the Institute or a recognized institution;
(b) the qualifying units shall be as determined by the Institute or the recognized institution;

(c) the course program including the key facilitators has met the criteria determined by the
Institute from time to time;

(d) facilitators shall be approved by the Council and listed as Institute trainers or hold
qualifications and competencies that qualify them for recognition through a memorandum
of understanding or a mutual recognition agreement;

(e) the Institute or the recognized institution shall share with the course participants a course
outline and the pre-prepared course notes for retention and future reference;

(f) the course program shall be interactive, allowing participants to ask questions and to
discuss points of interest or concern;
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(g) a certificate of attendance shall be issued by the Institute or the recognized
institution indicating the number of continuous professional development hours attained
upon successful completion of the course program;

(h) the course program may be offered by the Institute or the recognized institution either
virtually or physically;

(2) The minimum number of continuous professional development hours which shall be
offered by the Institute shall be fifteen hours or any other minimum number of continuous
professional development hours, as may be determined by the Council from time to time.

(3) Any in house-training offered by an employer without the prior approval by the Institute,
shall be awarded a maximum of five continuous professional development hours subject to
review and approval by the Institute.

(4) A member undertaking masters or PhD studies or research and lecturing in accountancy
related courses shall be awarded a maximum of ten continuous professional development
hours for a certificate or provisional results presented for each year of study.

(5) Presenting papers at accountancy conferences where active presentation hours shall be
awarded a maximum of five Continuous Professional Development Units in any given year.

(6) Research and writing technical articles or books for publication shall be awarded a
maximum of five structured Continuous Professional Development units in any given year.

(7) A member of the Institute, serving as an examiner, moderator or reviewer of the
Examinations Board under the Act or any other professional accountancy examining body
shall be —

(a) awarded a maximum of five continuous professional development hours per year if
he is a member of staff of the Examinations Board;

(b) awarded a maximum of five continuous professional development hours per year if
he is a member of staff of any other professional accountancy examining body; or

(c) awarded a maximum of ten continuous professional development hours per year if
he does not fall under sub-paragraph (a) or (b).

B. Award of Structured Continuous Professional Development Hours

15. Notwithstanding paragraph 4, the Council shall determine such other minimum
continuous professional development hours for any other professional accountancy program
or activity.

C. Competence-based trainings

16. A practising member shall be required to attend at least two competency-based
trainings on their area of practice as part of their continuous professional development, as
determined by the Council from time to time.

PART IX — MANDATORY TRAININGS

17. A member in practice and applicants for attendant licences shall be required to
comply with such mandatory trainings as may be determined by the Council from time to time
as set out in the Fourth Schedule of the Accountants Regulations on criteria for issuance
of practicing certificates.

A: Unstructured CPD Units

18. A member shall be required to undertake self-improvement skills and competencies
under this category including but not limited to —

(a) all relevant trainings where a certificate has not been issued;

(b) reading of business articles in the newspapers of wide circulation, professional
journals and periodicals;
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(c) watching professional technical videos and digital versatile discs;
(d) attending professional motivational talks;

(e) self-study that results in professional development; or

(f) professional networking sessions.

19. For purposes of this Part, a practising member shall submit to the Council a summary
of the relevant—

(a) trainings attended per year where a certificate has not been issued;

(b) business articles read in the newspapers of wide circulation, professional journals
and periodicals, including details on the number of editions per year;

(c) professional technical videos and digital versatile discs watched per year;
(d) professional motivational talks attended per year;

(e) self-study that results in professional development undertaken per year; and
(f) professional networking sessions attended per year.

20. A member shall be awarded not more than five continuous professional development
units per year for each unstructured continuous professional development activity.

21. A member shall be required to attain such minimum unstructured continuous
professional development hours per year as shall be determined by Council from time to
time.

C. Member Responsibility to Continuous Professional Development Hours

22. A member shall be responsible for the attainment of the requisite continuous
professional development hours in any given year.

23. For each continuous professional development hour activity offered by a recognized
institution, a member shall be responsible for filing his continuous professional development
hours returns in such platform as shall be determined by the Council from time to time within
six months from the end of the year.

24. Continuous professional development hours from recognized institutions shall be
filed with the Institute as follows—

(a) by 31st March of the subsequent year for purposes of declaration of a member to
be in good standing during the year;

(b) by 30th June of the subsequent year for purposes of declaration of a member’s
total continuous professional development hours attained during the preceding year and
declaration of a member to be in good standing during the year; and

(c) by 31st January of the subsequent year for purposes of licensing practising members
and declaration of such a member to be in good standing during the year.

25. Pursuant to paragraph 21, the Institute shall in every year, provide a continuous
professional development hours’ return to members by 31st December and the member to
confirm the returns to the Institute in accordance with paragraph 21.

PART IX — SANCTIONS AND REINSTATEMENT
A. Grace Period

26. Amember who fails to comply with these regulations in any given year will be required
to commit an undertaking to fulfil the continuous professional development requirements in
the subsequent year or as shall be determined by the Council from time to time.

27. The time allowed by Council under paragraph 1 shall be in conformity with applicable
standards on accountancy education and relevant statutes.
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B. Sanctions

28. Where a member fails to comply with the continuous professional development
requirements under these regulations, the Council of the Institute shall apply any of the
following measures but not limited to —

(a) denial of renewal or processing of a practicing license;

(b) communication with the employer informing her of the state of non- compliance by
the member;

(c) referral of the case for disciplinary action and subject to the disciplinary procedures
as set out in section (32) of the Act;

(d) disqualification from participating or contesting for any elective post at the Institute;

(e) disqualification from serving in any committee, work group or taskforce of the Institute
and withdrawal of such membership where it had previously been awarded;

(f) disqualification from commendation or consideration of the award of Fellowship of
the Institute; or

(g) revocation or refusal to nominate such a member to a board or a committee for which
members are required by law to be nominated for appointment.

C. Suspension

29. Pursuant to paragraph 28, a member who fails to comply may have his name
suspended from the register of active members.

30. A member shall be required to fulfil the requirement of these regulations to activate
his membership subject to paragraph 21.

D. De-registration

31. Pursuant to paragraph 28, a member may be deregistered from membership if he
fails to comply with the continuous professional development requirements in accordance
with paragraphs 23 and 24 and in accordance with section 29 (1) and (8) of the Act.

E. Reinstatement

32. A member may be reinstated after deregistration or suspension upon proof of
compliance with the regulations.

PART X — EXEMPTIONS

33. Amember may apply for a waiver if unable to comply with the continuous professional
development requirements as set out in these regulations.

34. Pursuant to paragraph 33, the Council may grant a waiver of the continuous
professional development requirements where a member —

(a) has retired from gainful employment or professional accountancy practice;

(b) relocates to a country where there is no professional accountancy organisation with
reciprocating arrangement with the Institute and or no opportunities to attain continuous
professional development hours;

(c) is incapacitated due to health grounds and a medical certificate issued by a qualified
medical doctor to this effect; or

(d) is facing a calamity, financial hardship or unavoidable challenge that has been
approved by Council based on the nature of the circumstance.

35. The exempted member shall be expected to give a semi-annual update to the
Institute on the status of the condition that qualified them for exemption.

36. A member shall be required to resume continuous professional development
activities and comply with the development continuous professional hours upon
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determination of the calamity or financial hardship or unavoidable challenges facing the
member has been contained.

PART XI — AWARD OF CONTINUOUS PROFESSIONAL
DEVELOPMENT HOURS TO COUNCIL MEMBERS, COMMITTEE
MEMBERS, INSTITUTE’S TRAINING FACILITATORS

37. A member of Council, Council committee or member of the Institute’s secretariat
shall be awarded continuing professional development hours in recognition of their service
to the profession.

38. A member of the Council, committee, sub-committee, taskforce or representative
attending a local or international meeting or event on behalf of the Institute or any other
employer shall be awarded such hours as may be determined by the Council from time to
time, subject to submission of —

(a) an appointment letter;

(b) the Taskforce workplan;

(c) minutes of the meeting or agenda of the event; and
(d) output of the Taskforce, as may be applicable.

39. A member of the Institute who facilitates continuous professional development
events for the Institute or any other institution, shall be awarded such hours as shall be
determined by the Council from time to time, subject to submission of —

(a) course outline; and

(b) the presentation.

FOURTH SCHEDULE
[r- 6(2)(b). 8(8)]

ACCOUNTANCY PRACTICE NOTES

SN Description Criteria
1. Minimum Statutory requirements to be (1) Should be
met when developing practice notes indexed and

published on the
Institute’s website.
(2) Should be
publicized in
accordance with
the provisions of
the Public Finance
Management Act
(Cap. 412A) and
in at least one
two media of wide
circulation.

(3) Aligned to

the Constitution
of Kenya, 2010,
Accountants

Act (Cap. 531)
International Best
practices and any
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Objects and purpose of practice notes

Form and details of a Practice Note

other written law
in the Republic of
Kenya.

(4) Be subjected
to adequate public
Consultations in line
with provisions of
the Constitution of
Kenya.

Purpose of the
Practice Notes

(1) The purpose
of the practice
notes issued by the
Council is to assist
a professional
accountant

in applying
accounting and
audit standards of
general application
to particular
circumstances and
industries.

(2) The practice
notes will take

into account the
following —

(a) statutory basis
and the relevant
professional
accountancy
standard it relates
to;

(b) application

and applicability
of the professional
accountancy
standard;

(c) overriding
values and
principles of
professional
practice in
application and
implementation of
the practice note.
The following
requirements

shall form the
minimum details
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of an accountancy
practice note —
(a) name of the
practice note;

(b) number of the
practice note;

(c) date of issue of
the practice note.
(d) objective of the
Practice note.

(e) category

of practice in
accountancy and
scope of practice
note in which it
applies.

(f) applicable

local or national
legislation guiding
the practice note.
(g) requirements,
specifications and
attendant notes.
(h) effective date.
The Practice note
shall—

(a) give guidance
on the specific area
of professional
accountancy
practice and mode
of implementation;
and

(b) provide an
explanatory
memorandum on
the—

(i) standard,

(i) basis and
rationale, and

(iii) scope and
applicability in
specific contexts.
(c) bind the practise
and conduct of

a professional
accountant in

the specific
professional
accountancy
practice.
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5. Guidance on names of practising firms The practising firm’s
name shall include
any of the following:
(a) the names of
existing partner or
partners;

(b) the names of
former partner or
partners.

(c) the names of
the existing or
former partners of
a firm with which a
member becomes
associated.

(d) abbreviations
of the names of the
existing or former
partner or partners;
or

(e) a name, which,
in the opinion of
the Registration
Committee is
desirable.

FIFTH SCHEDULE
[r. 6(2)(c), 9]

GUIDELINES ON ETHICAL MARKETING AND
ADVERTISING FOR PROFESSIONAL ACCOUNTANTS

PART | - PREAMBLE

1. The primary objective of this Guideline is to set boundaries for marketing practices
within the Accountants Act and the Code of Ethics.

2. The Accountants Act and this Schedule provide for acceptable advertising and
publicity. Section 30 (1) (e) of the Accountants Act provides that "a member of the Institute
shall be guilty of professional misconduct if such member solicits clients or professional work
or advertises professional attainments or services by use of means which contravene the
guidelines in this Schedule.

3. These Guidelines provide the principle upon which acceptable advertising and
publicity is founded.

4. Marketing and advertising material shall be legal, decent, honest, truthful and clear
and ensure compliance with the Code of Ethics for Professionals.

PART Il — PRINCIPLES

5. A firm or member in public practice shall not seek to obtain clients by any
communication or advertising, including written, oral, or electronic, or other forms of
solicitation —

(a) in a manner that is false, fraudulent, misleading, deceptive, unfair, tends to promote
unsupported claims; or
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(b) which is accomplished or accompanied by the use of coercion, duress, compulsion,
intimidation or vexatious or harassing conduct.

6. A firm or member in public practice shall not on behalf of himself, his partner or
associate, or any other individual affiliated with him or his firm, use or participate in the use
of any form of public communication containing a false, fraudulent, misleading or deceptive,
which is not in public interest.

7. Publicity not in the public interest shall include, but not be limited to, advertising or
marketing that —

(a) is false, fraudulent, deceptive, or misleading;
(b) guarantees any service based on discretionary decisions of regulatory authorities;

(c) makes any claim relating to professional services or products or the cost or price thereof
which cannot be substantiated by the firm, who shall have the burden of proof;

(d) makes claims of professional superiority which cannot be substantiated by the firm, who
shall have the burden of proof; or offers inducements in any form for a professional service
or product.

8. Advertising or other forms of solicitation, including communication, publicity, among
others, that are false, misleading, or deceptive and are not in the public interest are
prohibited. Those activities will include —

(a) creating false or unjustified expectations of favourable results;

(b) implying the ability to influence any court, tribunal, regulatory agency, or similar body
or official;

(c) having a representation that specific professional services in current or future periods
will be performed for a stated fee, estimated fee or fee range when it was likely at the time
of the representation that such fees would be substantially increased and the prospective
client was not advised of that likelihood;

(d) having any other representations that would be likely to cause a reasonable person to
misunderstand or be deceived.

PART Il — APPLICABILITY AND AUTHORITY

9. A firm or member and its or his employees shall be bound by these Guidelines in
respect of any communication originating from the firm or member.

PART IV — GENERAL GUIDELINES
A. GENERAL CONDUCT
10. A firm or member shall not —
(a) unfairly apply for or unfairly seek instructions for professional business; or

(b) do or permit to be done in its or his name anything that may reasonably be considered
as calculated to unfairly attract professional business.

11. A firm or member shall not advertise its or his practice other than in accordance with
this Schedule.

B. MANNER OF ADVERTISING

12. An advertisement made under this Schedule shall —
(a) be objective, true and dignified;
(b) be factual and verifiable;

(c) be guided by the professional code of ethics; and
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(d) not discredit or denigrate the practice or services of other professional accountants and/
or the profession.

C. WHAT MAY BE CONTAINED IN AN ADVERTISEMENT

13. A firm or member may only provide the following information in an advertisement
under this Schedule —

(a) the identity of the member, including name, registration and practicing number;
(b) the identity of the member firm;

(c) the address and other contact information of the member or the member firm;
(d) the hours of business of the member or the member firm;

(e) the advertisement shall be in English;

(f) the academic or professional qualifications of the member; or

(g) any contribution made by the firm or member to the Institute or the accountancy
profession.

14. Where a firm or member offers to perform professional services via the internet, the
firm or member shall include the following information on the website —

(a) firm or member name;

(b) description of the firm, whether sole practice of partnership;

(c) principal place of business;

(d) business telephone;

(e) partner name, registration number and practicing certificate number; and

(f) a statement that the firm is licensed by the Institute as a member Firm and clearly
separating from other businesses, with similar name.

(g) registration number of the member firm, if it is a limited liability partnership.

15. A firm or member shall not provide the following information in an advertisement
under this Schedule —

(a) the name or the identity of a client of the member’s firm;

(b) a promise by the member or the member’s firm to achieve a particular outcome for
clients or prospective clients of the member or the member's firm or that failure to obtain
that outcome shall constitute a waiver of the member or the member's firm fees.

D. REGISTER OF MEMBERS

16. The Institute shall maintain a register of members and such a register shall classify
members in accordance with section 28 of the Act.

17. Where a firm or member is recorded in the register under paragraph 16, that firm
or member shall state his practising certificate category in an advertisement made under
this Schedule.

SIXTH SCHEDULE
[r. 11(1)(a)]
CONDUCT OF MEETINGS OF THE INSTITUTE
1. In addition to paragraph 4 of the First Schedule of the Act, the Council may, by giving

not less than fourteen days’ notice and upon a meeting requisition signed by at least one
hundred members and accompanied by a deposit of a sum sufficient to cover the expenses
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incidental to the summoning and holding of the meeting, convene a Special General Meeting
within twenty eight days of the receipt of the requisition.

2. Every such requisition and notice shall specify the purpose for which such meeting is
requisitioned or called and no other business shall be considered at such meeting.

3. If the Council, within twenty-eight days from the date of the requisition fails to proceed
duly to call a special general meeting, the requisitionists may call a special general meeting
giving not less than fourteen days’ notice thereof, provided that any meetings so called shall
not be held after the expiration of three months from the said date of receipt by Council of
the first requisition.

4. In the event of the proposal of the requisitionists being carried, the deposit shall be
refunded to the persons by whom it was paid.

5. In the event of the Council failing to proceed as aforesaid, the deposit paid by the
requisitionists shall be returned to the requisitionists.

6. If at such meeting, a quorum is not present within one hour of the appointed time
for holding the meeting, the meeting, if convened upon requisition of members, shall be
dissolved and the matter shall be referred to the next annual general meeting.

SEVENTH SCHEDULE
[r. 11(1)(b)]
CONDUCT OF MEETINGS OF THE COUNCIL
PART A — COUNCIL

1. The Council shall meet at the principal or registered office of the Institute at least quarterly
in a year, or at such other time and place or in a manner that the Council may determine.

2. (1) A meeting of the Council may at any time be convened by order of the Chairperson or
the Vice Chairperson if the Chairperson is unable to exercise and perform those functions.

(2) Any three members of the Council may cause a meeting to be convened by a request
in writing, addressed to the Secretary to Council.

3. The Secretary shall be responsible to the Council for all executive functions of the
Institute.

4. A Notice of a meeting of the Council shall be sent to each member of the Council by any
appropriate mode of communication, at least fourteen days before such meeting excluding
the day on which the notice is sent and the day on which the meeting is to be held, unless
two-thirds of the members of the Council agree to a shorter period.

5. At all meetings of the Council, the Chairperson shall endeavor to build consensus in
the Council’s deliberations and decision making but in the event of a vote, the votes of
the majority of those present and voting shall prevail with the person presiding having a
deliberate and also a casting vote as provided under paragraph 7 of the Second Schedule
of the Act.

6. The quorum of Council meetings shall be fifty percent plus one of all members.

7. Where there is a conflict of interest in the members of the Council, the quorum shall be
at least three members.

8. A copy of the minutes of each meeting of the Council shall be kept by Secretary to the
Council and made available to members of the Council within fourteen days from the date
of the meeting.

9. (1) The Common Seal shall not be affixed to any instrument except by order of the Council
backed by resolution and every such instrument shall be signed by the Chairperson and the
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Secretary to the Council or such other permanent officer of the Institute as the Council may
from time to time direct.

(2) The Council shall maintain a Seal Register and any document to which the common
seal of the Institute is affixed, a report thereof shall be tabled before the Council at the next
meeting.

10. (1) Each Committee shall be presided over by a Convener who shall be appointed by
the Council.

(2) The Chairperson, Vice-Chairperson and Secretary to Council may attend any of the
Committee meetings and by invitation to the Audit, Risk and Compliance Committee.

11. (1) Members of each committee shall be appointed for a period of two years with at least
one third of the members being retained every two years except as shall be determined by
the Council.
(2) Subject to sub-paragraph (1), the Council shall ensure to achieve rotation of
Committee members every two years to the maximum extent possible.
(3) Any member who shall be absent from three consecutive meetings of the Committee
without good cause or notice shall be liable to exclusion from membership of the
Committee, upon being heard.

12. The quorum for a committee meeting will be equal to fifty percent plus one of all members

13. Committees shall hold meetings at least quarterly in a year or at such times as the
convener with the approval of two-thirds of the members may decide.

14. The Secretary to the Council or his appointees shall be the secretary to all committees.

15. The Council may co-opt not more than one person per committee due to the nature
and complexity of the agenda of the day’s business and such a person shall be co-opted
for only that meeting.
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THE ACCOUNTANTS REGULATIONS
[Legal Notice 153 of 2022]

PART | — PRELIMINARY
1. Citation
These Regulations may be cited as the Accountants Regulations.
2. Interpretation
In these Regulations, unless the context otherwise requires—
"Act" means the Accountants Act (Cap. 531)

"campaign forum" means a physical or virtual public meeting place for open discussion
between candidates for Council positions with members prior to a Council election;

"committees" includes subcommittees, workgroups, work streams, steering committees
or branch executive committees;

"Council" has the meaning assigned to it under section 2 of the Act;

"continuous professional development program" means the continuous maintenance,
development and enhancement of the professional and personal skills, which accountants
will require for the execution of professional and technical duties throughout their working
lives;

"Disciplinary Committee" has the meaning assigned to it under section 2 of the Act;
"firm" has the meaning assigned to it under section 2 of the Act;

"gifts" means a present, donation, contribution, presentation, charity, award, favour,
settlement, informal freebie, perks or handouts in cash or otherwise;

"Institute" has the meaning assigned to it under section 2 of the Act;

"member" means a person who is registered with the Institute in accordance with
sections 4 and 24 of the Act;

"member in good standing," means a member of the Institute who has attained the
requirements of the Institute’s continuous professional development program, has paid up
the fees and subscriptions and has no pending disciplinary case before the disciplinary
committee;

"publicise" has the meaning assigned to it under section 2 of the Public Finance
Management Act (Cap. 412A);

"publish" has the meaning assigned to it under section 2 of the Public Finance
Management Act (Cap. 412A);

"public interest entities" means institutions including banks, insurance companies,
savings and credit organizations which are audited by professional accountancy firms and
are subject to a high level of scrutiny than private institutions;

"Registration Committee" means the Registration and Quality Assurance Committee
established under section 13 of the Act;

"retired member" means practising members aged over sixty years or sixty-five years
for members registered with the Council on Persons with Disabilities;

"Secretary to the Council" means the Secretary appointed under section 12 of the Act;
and

"trainee accountant" has the meaning assigned to it under section 2 of the Act.
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3. Objects and purpose
The objects and purpose of these Regulations shall be to provide for means of
administering the Act by the Cabinet Secretary with respect to —

(@) matters affecting the operations of the Institute and practice by members of
the Institute; and

(b) the administration and management of the Examinations Board.
PART Il - MEMBERSHIP

4. Application for Registration

(1) Each member shall pay the applicable registration and subscription fees set out in
the Third Schedule.

(2) The Institute shall issue a notice for annual subscription not later than the first day
of October each year.

(3) A member shall pay to the Institute the annual subscription fee for the ensuing year
on or before the thirty-first day of December of the preceding year.

(4) Any firm offering practical work experience for associate members or trainee
accountants for a period of two years shall be entitled to a rebate of up to twenty percent of
the firm's annual license fees set out in the Third Schedule.

(5) A member shall pay additional subscription on changing his subscription category
in accordance with the rates set out in the Second Schedule.

(6) Where a person is registered after the last day of June in any year, he shall pay one
half of the subscription applicable in that year.
5. Rights of an Associate Member
(1) An associate member pursuant to section 4(4) of the Act has the right to —
(@) berecognized locally and internationally;
(b) participate in continuous professional development program;

(c) be registered as a full member after fulfilling necessary requirements under
the Act and these Regulations;

(d) participate in Annual General Meetings and Special General Meetings with
limited voting rights subject to approval by the Council;

(e) where necessary, access relevant accountancy information;

(f)  where necessary, be provided with practical experience, coaching and
mentorship programmes; and

(g) access any other right as may be recommended by the Council for approval
by the Cabinet Secretary.

(2) Any member under this category shall graduate to the next category within a period
of five years after which such member shall forfeit the rights in sub-regulation (1).

(3) Notwithstanding sub-regulation (2), where an associate member had worked for a
shorter period in the provision of professional accountancy services, such a period shall be
considered when such a member resumes.

6. Rights of a trainee accountant

Pursuant to section 5 (2) of the Act, a trainee accountant shall remain under the register
of the Institute while pursuing a professional accountancy course administered by the
Examinations Board, for a period not exceeding nine years.

7. Standards of Professional Practice

(1) Pursuant to section 9(4) of the Act, the Cabinet Secretary shall approve the rules,
standards of professional practice, by-laws and guidelines to govern matters affecting the
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operation and practice by members of the Institute based on the criteria set out in the First
Schedule.

(2) The Council may recommend changes to the First Schedule to the Cabinet Secretary
for approval and gazettement.
8. Professional Misconduct
Further to section 30(1)(s) of the Act, a member of the Institute shall be guilty of
professional misconduct, if such member fails to —
(@) comply with the relevant laws and regulations on —
(i) prevention of fraud, corruption, bribery;
(i)  violations relating to securities and forex trading;

(i)  banking crimes and other fraud related to financial products and
services;

(iv)  data protection related crimes;

(b) comply with the Institute’'s standards prohibiting falsification of books of
accounts or misstatements;

(c) observe the provisions of section 42 of the Act; and
(d) comply with any other written law in Kenya.

9. Practising as an Accountant

Pursuant to sections 2 and 19(1)(d) of the Act, a person practises as an accountant for
the purposes of the Act if, in consideration of remuneration or other benefits received or to
be received, and whether by himself or in partnership with any other person, such person
engages in the practice of —

(@) payroll services;

(b) financial reporting and analysis;

(c) accountancy investigations;

(d) executorship and trusteeship;

(e) insolvency or receivership;

(f)  attestation of documents related to the practice of accountancy; and
(9) business modelling.

10. Application for Practising Certificate

(1) Pursuant to section 20(2) of the Act, a person wishing to obtain a practising certificate
shall apply to the Registration Committee in the form set out in the Second Schedule and
such application shall be accompanied by the fees set out in the Third Schedule.

(2) The Council may recommend changes to the Second Schedule and the Third
Schedule to the Cabinet Secretary for approval and gazettement.
11. Issue of Practising Certificate

(1) Pursuant to section 21(1)(b) of the Act, a person applying for a practising certificate
shall do so in the form set out in the Second Schedule and shall have received instruction
of the nature and for a period set out in the Fourth Schedule.

(2) The Council may recommend changes to the Fourth Schedule to the Cabinet
Secretary for approval and gazeftement.
12. Issue of Practising License

(1) Pursuant to section 22(1) of the Act, the holder of a practising certificate who intends
to practise shall apply as a firm, whether as a sole practitioner or a partnership, to the
Registration Committee for an annual license in the form set out in the Second Schedule.
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(2) Pursuant to section 22(2)(b) of the Act, where an application is made by a person
under sub regulation (1), the Registration Committee shall issue him with an annual licence if
it is satisfied that the person has attained the threshold provided under the Second Schedule.

(3) Pursuant to section 22(3) of the Act, no person shall be issued with an annual licence
unless he has undertaken a quality assurance review as provided for in the Second Schedule
within the past three years and attained the threshold set by the Registration Committee or
in the case of public interest entities, no person shall be issued with an annual licence unless
he has undertaken a quality assurance review as provided for in the Second Schedule within
the past one year.

(4) The Council may recommend changes to the Second Schedule to the Cabinet
Secretary for approval and gazettement.
13. Application for Registration

(1) Pursuant to section 24(2) of the Act, a person wishing to be registered as an
accountant shall apply to the Registration Committee in the form set out in Second Schedule
and such application shall be accompanied by the fees set out in the Third Schedule.

(2) The Council may recommend changes to the Third Schedule to the Cabinet
Secretary for approval and gazettement.
14. Register

For purposes of section 28 (3)(b) of the Act

(@) when a written application for access to its registers has been made, the
Registration Committee may charge a fee set out in the Sixth Schedule for the
provision of the information in accordance with the provisions of the Access
to Information Act (Cap. 7M); and

(b) the Council may recommend changes to the Sixth Schedule to the Cabinet
Secretary for approval and gazettement.

PART Il - ELECTIONS OF THE INSTITUTE

15. Elections

(1) For purposes of paragraph 11(2) of the First Schedule of the Act, the procedure for
elections or voting shall be as set out in the Fifth Schedule.

(2) The Council may recommend changes to the Fifth Schedule to the Cabinet Secretary
for approval and gazettement.

FIRST SCHEDULE

[r.7 & 15]
STANDARDS OF PROFESSIONAL PRACTICE
SN Description Criteria
1. Rules A. Statutory requirements

(a) Be published in the
Kenya Gazette;

(b) Aligned to the
Constitution , Accountants
Act (Cap. 531)
International Best
practices and any other
written law in the Republic
of Kenya;

(c) Be subjected

to adequate public
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Consultations in line
with provisions of the
Constitution and Statutory
Instruments Act (Cap. 2A);
(d) Be publicised in
accordance with the
provisions of the Public
Finance Management Act
(Cap. 412A);

(e) The Council of the
Institute, Examinations
Board, the Registration
and Quality Assurance
Committee and the
Disciplinary Committee
shall be responsible for
educating the members,
other stakeholders and
the general public on the
provisions of the statutory
instrument.

B. Form and Content
The Instruments should
contain at least —

(1) PRELIMINARIES

(a) Statement of the
Statutory basis;

(b) Application of

the Code/scope and
applicability of the Code;
(c) Overriding values and
principles of professional
practice.

(2) OVERRIDING
VALUES AND
PRINCIPLES OF
PROFESSIONAL
PRACTICE AND
ETHICAL CONDUCT
The following overriding
principles shall be
provided for in the
Instruments —

(a) Integrity;

(b) Objectivity;

(c) Professional
Competence and due
care;

(d) Confidentiality;

(e) Professional
behaviour;
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(f) Professional
Appointment;

(g) Conflict of interest;

(h) Second opinions;

(i) Fees and other types of
remuneration;

(j) Marketing of
professional services;

(k) Gifts and hospitality;
() Custody of client’s
assets;

(m) Independence — audit
and review engagements;
(n) Independence — other
assurance engagements
(3) THE STANDARDS
OF PROFESSIONAL
PRACTICE AND
ETHICAL CONDUCT
The instruments shall
prescribe standards of
professional practice and
ethical conduct to govern
the practice and conduct
of every member of the
Institute, including—

(a) Requirement for a
practicing certificate;

(b) Limits of advertising
and marketing as may be
prescribed in rules;

(c) Competence and due
care;

(d) Professional fees;

(e) Fiduciary duty over
public funds and other
assets;

(f) Declaration of conflict
of interest;

(g) Confidentiality and
accountant-client privilege;
(h) Fidelity to the law and
due process;

(i) Professional
undertakings;

(j) Use of social media;
(k) Outside interests;

(I) Honesty and integrity;
(m) Professional
behaviour
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(4) GUIDANCE ON THE
INTERPRETATION OF
THE STANDARDS

The Instruments should
provide guidance on each
standard which comprises
an explanatory note which
articulates the standard,
provides its basis and
rationale, and explains its
scope and applicability in
specific contexts.

SECOND SCHEDULE
[r. 4,10,11,12 &13]

APPLICATION FORMS

Form A: Application for Registration
THE SECRETARY
REGISTRATION & QUALITY ASSURANCE COMMITTEE
INSTITUTE OF CERTIFIED PUBLIC ACCOUNTANTS OF KENYA
P.O. BOX 59963-00200
NAIROBI.
A. PERSONAL DETAILS
1. Surname (Mr.# Mrs.# Ms.# Dr.# Prof.# CPA.#) FCPA #)
..................................................................... (Block letters)
Other Names: (Block Letters)

Preferable Postal Address:

Telephone No(s) Mobile

Email address

Current Location: Kenya # Overseas #

County of Birth: Current County of Residence: --------------

Age bracket:
18-30 years # 31-40years# 41-50 years# 51-60years# Above 60 years

#
Nationality:
Kenyan # East African # Others
Which is your highest education level?
Post graduate Degree # Diploma # O-Levels/Form 4 #
degree

Provide a copy of National Identity card (both sides) for Kenyans or a copy of current
entry permit and copies of pages 1-5 of passport for non-Kenyans.

Have you previously applied to the Institute for registration? Yes # No #
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If yes, state date(s)......ooueeeeiiiiiee e

2. |, the above named, hereby apply to have my name as stated above entered in the
Register of Accountants

Note: Beginning next year, you will be expected to pay annual subscription as a member
of ICPAK as prescribed under the Third Schedule.

All particulars set at 4-11 must be completed and the declaration signed.
B. EDUCATIONAL BACKGROUND (FROM O-LEVELS)

Provide copies of all educational certificates which must be certified as true copies of
the originals by an advocate of the High Court of Kenya OR present the originals and copies
to ICPAK for certification.

School, From To Examinations Passed

University

or Other

Institution
Name of Class/ Degree,
Examining  Division Diploma,
Body attained Certificate

awarded
C. PROFESSIONAL ACCOUNTANCY EXAMINATIONS

Provide copies of all parts of the local Examinations Board’s CPA examination
certificates. Where an applicant has not received a certificate, he/she should provide a
copy of the congratulatory letter from the Examinations Board and all the result notification
slips. Holders of foreign accountancy qualifications will be required to submit copies of
their membership certificates from their foreign institutes and a copy of the letter from the
Examinations Board confirming that they have sat and passed the recommended local
examination papers. Certification of copies may be done at the Institute’s offices (free of
charge) upon presentation of the originals.

Name of Examining Registration No. Sections, Stages, Date passed
Body Parts passed

D. PRACTICAL TRAINING AND EXPERIENCE IN AN ACCOUNTING, FINANCE AND
RELATED FIELDS

Provide details of professional experience/employment record during the last three
(3) years starting from present appointment by way of letter(s) from the employer(s) in
question. NB: The confirmation(s) should be made on official/business notepaper, should
be addressed to the Secretary, Registration and Quality Assurance Committee and should
specify the character and professional conduct of applicant.

Name and From To Position Held  Nature of

Address of Training

Organization & Tasks
performed or
completed

1. Please indicate your main area(s) of specialization
a) Practice: Auditing # Taxation # Financial Consultancy # HR Consultancy # Other ....

b) Commerce and Industry: Banking # Finance # Insurance # Manufacturing # Hotel #
Other service industry #

c) Public Sector: National Government # County Government # State Corporation # Co-
operative # Other ...
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d) Training: For those in Education or Academia #
e) NGOs #
8) Please indicate your current employment sector:

Practice # Public Sector # Private sector # Banking and Finance # Manufacturing # Hotel

Nonprofit sector # Education and Training # Commerce (Retail/Wholesale) # Other
Service Industry #

9) Have you ever been convicted on any criminal offence in a court of law?
No # Yes #

If yes give details.

a. Offence for which convicted............ccccoiiiiiiiii e

b. Date and place of ConViction ...........cccoeciiiriieiiiiic e,
Sentence IMPOSEd........cccuviiiiiiiiiee e

10) Details on contact person (Contact person may be a spouse, a friend or any other
relative who can be contacted on your behalf or who can easily trace you when you are out
of reach. You are required to put his/her postal and electronic addresses as well as their
telephone contacts.)

Declaration:

| hereby declare that the foregoing statements are true in every respect and that none
of the disqualifications listed in section 29 (1) of the Act, apply to me. | acknowledge that
any statement contained anywhere in this application which is known by me to be false shall
invalidate this application and any decision reached thereon by the Institute. | have read the
Accountants Act (Cap. 531). | am aware of the penalties and any amendments thereto as
long as my name remains in the Register. | have also read the Institute’s Regulations and
bylaws and solemnly agree to abide by them.

Date Applicants Signature---------------------

Applications for membership will be received at the Institute’s offices at CPA Centre, off
Thika Road, subject to compliance with all the requirements outlined above.
FOR OFFICIAL USE ONLY

File No. Date received

Receipt No. Date

Approved/Rejected Minute Deferred Minute No------------------
NO------=-=mmmm--

Date Notification Registration No

sent

Gazette Notice R & QAC Convener’s Signature---
No
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Form B: Application for Annual License

APPLICATION FOR INCLUSION IN THE LIST OF PRACTITIONERS FOR THE

This form should be completed by every holder of a practicing certificate who is an

Accountant in Practice and wishes to continue as such in the year .......... If you do NOT
wish to practice in year ........ please complete personal details in SECTION 1 and SECTION

4 ONLY. Completed forms should be returned to the Chairman, Registration & Quality
Assurance Committee via P.O. Box 59963-00200 Nairobi or memberservices@icpak.com,
on or before 30th November.

SECTION 1 (A): PERSONAL DETAILS
Registration No:
Member Name:
Practising No:
Postal address (current):
Postal Address (permanent):
Physical address:
Email Address (personal):
Email Address (official):
Telephone:
Mobile:
PIN (KRA):
Home County:
Branch

Name & Style of Practise:

Sole Proprietor #
Partnership #
SECTION 1 (B): FIRM DETAILS

| hereby make an application for inclusion in the list of practising members or firms for
year ..... and declare that the following are the details of my/our firm:-
Firm Name (Full name as entered on the practising certificate)
Firm’s Registration Number:
Date of Registration:
PIN (if different from personal):
Physical address (Principal Place of Business/Location of the Firm’s head office):
Postal Address:
Email Address:
Telephone:
Website:

Locations of all branches (if any) and Person(s) in charge and their qualifications and
membership status with professional associations if any:

Number of Branches: .........

(a) Branch 1:
Physical address
Postal Address
Email Address
Telephone
Website
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Branch Management

Name of Person in Charge:

Registration No

Practising No (If applicable):

Email Address:

Telephone (Office):

Telephone (Mobile):

(Include all other branches on an extra attachment)

SECTION 1 (C): PARTNERS (if partnership)
Name of Reg. No P. No PIN Year of
Partner Admission

(All partnership deeds must be lodged with the Institute)
SECTION 1 (D): OTHER FIRM INFORMATION

1. Total number of staff involved in the provision of accountancy services including the
Partners or Partner for sole proprietorship:

<10 #
11-20 #
21-30 #
31-40 #
>50 #

Please list the names of your staff members if less than 10. If you have more than 10
members of staff, please list the KEY staff per category of practice -
Name Professional ~ No. of years  Designation
qualifications  with the firm

SOoNohwN =

0.

2. Annual fees billed by the firm (in KShs)
<1 Million
1-5 Million
5 -20 Million
20-50 Million
50 — 100 Million
> 100 Million

3. Proportion of Annual fees billed by the firm to total billings (in KShs)

HHEHHHTEH

0-20% #
21 -40% #
41 -60% #
61-80% #
81 -100% #

4. Is the Partner(s) in full time or part time practice? Full time Part time
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#
#

5. If the partners are in part time practice, what is the percentage of time spent
providing accountancy services as a percentage of total time spent providing all
SEIVICES? i e

6. What percentage do the five largest clients of the firm constitute as a proportion of the
total accountancy services fees billed by the firm annually?

7. A breakdown of the firm’s clients into the various sectors and the number of clients
in each of these sectors:

Sector Number of clients in the sector

a. Banks and Building Societies ...........cccooviniiiiiiiiiinee

b. Insurance Companies .........ccccccvvereieieeeeeeeeeeeeeen,

c. Listed clients ..........ccococeeviiiiiiiiiii

d. Savings & Credit Cooperative Organisations ...........ccccocecoeeieiiiiineennnee

e. Retirement benefit schemes and pension funds ...........cccccoeeiiiiiiiciinen..

i. Others (Please Specify)........ccccevveiinieiinieeinieeee,

8. Has your firm been subjected to Quality Review by ICPAK?
Yes #
No #

If yes, when was the firm reviewed: Date: ...........ccooeieiiiiiiii e
Has the final report been issued to you and if yes, when is the next review due?

If your firm has not been reviewed, please select the quarter when you want your firm
to be reviewed in year ........... ?

January to March #
April to June #
July to September #
October to December #

SECTION 2: CONDITIONS FOR RENEWAL OF PRACTISING CERTIFICATES

All applicants for Annual Practising Licenses MUST comply with the following
requirements. If the answer of any of the affirmations below is NO, please give reasons.
Yes No Comment
1. I have made # #
arrangements for
the continuity of
the practice in the
event of my leaving
Kenya, death or
incapacity.
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(Please give full
name and address
of person/firm
responsible in (b)
below);

a) In the
Partnership
agreement (please
attach a copy of the
agreement)

b) By entering

into agreement
with the following
firm of practicing
Accountants.
(Attach copy of the
agreement)

2. | undertake # #
to abide by

quality review
requirements and
agree that my firm
be subject to review
as per the quality
review framework;
and provide any
information either
in soft or hard form
that the reviewers
will need for the
purpose of the
review.

3.l haveread and # #
will have regard to
the Professional
Independence
statement detailed
in the guide to
Professional Ethics
issued by the
Council of ICPAK
(provide a link to
the code of ethics
for professional
accountants)

4.1 acknowledge # #
my duty to the
public to ensure
that my knowledge
and service is
maintained after
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qualification. |
therefore accept

my responsibility

to undertake
Continuing
Professional
Development (CPD)
5. I will be mindful #
of my potential
liability in respect of
claims for breach

of professional

duty and will

obtain adequate
Professional
Indemnity
Insurance. (Attach
a copy of the
insurance cover)

6. | shall comply  #
with all the
provisions of anti-
money laundering
and report any
suspicious activities
to the Institute
which is listed

as a supervisory
body under the
POCAMLA 2009.

7. 1 shall collect my #
annual practising
license for the

year .......... and will
always display it

at my premises of
practice.

SECTION 3: PRACTISING CATEGORY

1. Select one application category from the list below:

(a) Composite (Category- C) #

(b) Audit & Assurance (Category- A) #

(c) Taxation and Advisory Services (Category- T) #

(d) Management Consulting (Category- M) #

2. Are you a member of any other Professional body apart from ICPAK? Yes # No #

If yes, state the name professional body and your membership
NO. oo

What is your membership status?

Active member
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Retired member #
De-registered member #
SECTION 4: MEMBERS NOT RENEWING PRACTICING LICENSES
| do not wish to renew my year ...... Annual Practicing License which expires on 31st

December, ........

| hereby advise the Institute to omit my name in the list of Accountants in Practise for

| am aware that under section 18 (2) of the Accountants Act (Cap. 531), if | practice
without an Annual Practicing License, | shall be guilty of an offence carrying a fine not
exceeding KShs. 500,000.00 or imprisonment for a period not exceeding 3 years or both.

The reason as to why | do not intend to practice in year ......... is; (Tick where applicable)
Am in full time employment
Medical Grounds
Am currently out of the country
Any other (specify)

DECLARATION

HHHH

| hereby solemnly declare that the foregoing information is true to the best of my
knowledge. | acknowledge that any statement contained anywhere in this application which
is known to be false shall invalidate this application and any decision reached thereon by
the Committee. | have read the Accountants Act, and | am aware of the penalties stipulated
in connection with the provision of misleading information.

| further commit to fulfil any requirements set by the Institute of Certified Public
Accountants of Kenya (ICPAK) relating to Professional Standards, Continuing Professional
Development (CPD), Quality Review, Professional Indemnity for Practicing Accountants and
any other professional pronouncements that are in force or may be introduced in the future.

SECTION 5: COMPLIANCE CHECK CPD
No outstanding amount due to ICPAK  #
No disciplinary issues
Professional Indemnity
Anti-Money Laundering

FOR OFFICIAL USE

H H H*

Comment
Application No. .......cccccvveviiiineinne Date
Received .......ccocovevveieiiiiinns
Receipt NO. ..o,
Date .ooooovveceee e
Annual licence No. .............. Date
Acknowledged ...........cocoeeenne
Licence Collected/
Dispatched ........occoceeeiiiiiiiiiee e,
License acknowledged ............cccveiiiiiiiiniiicie e,
Compliance Manager ..........cccccceevnnenn.
Date .ooooovveceee e
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THIRD SCHEDULE
[r. 4,10 & 13]
FEES
A. APPLICATION FOR REGISTRATION (r. 13)
CATEGORWYAPPLICATION/ ENTRANCE FEE TOTAL
SUBSCRIPTION
Ksh. usD Ksh. usD Ksh. USsSD
Trainee N/A N/A N/A N/A N/A N/A
Accountant
Associate 3 200.00 30.00 500.00 5.00 3,700.00 35.00

Member

Ordinary 17,200.00 160.00
Member

(Kenyan

Resident)

Ordinary 17,200.00 160.00
Member

(Kenyan

Non -

residents)

Ordinary 17,200.00 160.00
Member

(East

Africa

Residents)

Ordinary 29,200.00 270.00
Member

10,000.00 90.00

10,000.00 90.00

10,000.00 90.00

10,000.00 90.00

(Foreign
Non-
residents)
B. ANNUAL SUBSCRIPTION (r. 4)
CATEGORY SUBSCRIPTION
Kshs.
Trainee Accountant N/A
Associate Member 3200.00

Ordinary Member (Kenyan11,200.00

Resident)

Ordinary Member (Kenyan8,950.00

Non- residents)

Ordinary Member (East  11,200.00

African Residents)

Ordinary Member (Foreign14,875.00

Non- residents)

27,200.00 250.00

27,200.00 250.00

27,200.00 250.00

39,200.00 360.00

usD
N/A
30.00
105.00
80.00
105.00

140.00

C. APPLICATION FOR PRACTISING CERTIFICATE (r. 10)
CATEGORIZS IONALAPPLICATION ANNUAL

FEES
Ksh.

Category Ordinary 10,000.00 90.00

“C" - Member

TOTAL
SUBSCRIPTION
uSD Ksh. usSD Ksh. usD
11,200.00 105.00 21, 195.00
200.00

114



[Rev. 2022] No. 15 of 2008
Accountants
[Subsidiary]
Composite(Kenyan
services Resident)

Category
“AH -

Ordinary 10,000.00 90.00
Member

(Kenyan

Non-

residents)

Ordinary 10,000.00 90.00
Member

(East

African

Residents)

Ordinary 25,000.00 230.0
Member

(Foreign

Non-

residents)

Ordinary 7,500.00 70.00
Member

Audit and (Kenyan
assuranceResident)

Category
“T)Y _
Taxation
services

Ordinary 7,500.00 70.00
Member

(Kenyan

Non-

residents)

Ordinary 7,500.00 70.00
Member

(East

African

Residents)

Ordinary 15,000.00 140.00
Member

(Foreign

Non-

residents)

Ordinary 5,000.00 50.00
Member

(Kenyan

Resident)

Ordinary 5,000.00 50.00
Member

(Kenyan

Non-

residents)

Ordinary 5,000.00 50.00
Member

(East

African

Residents)

8,950.00 85.00

11,200.00 105.00

14,875

140.00

11,200.00 105.00

8,950.00 85.00

11,200.00 105.00

15,000.00 140.00

11,200.00 105.00

8,950.00 85.00

11,200.00 105.00

18,950.00 175.00

21, 195.00
200.00
39, 370.00
875.00

18,700.00 175.00

16,450.00 155.00

18,700.00 175.00

30,000.00 280.00

16,200.00 155.00

13,950.00 135.00

16,200.00 155.00
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Ordinary 15,000.00 140.00
Member
(Foreign
Non-
residents)
Category Ordinary 5,000.00 50.00
“M”- Member
AccountingKenyan
controls Resident)
and Ordinary 5,000.00 50.00
consulting Member
(Kenyan
Non-
residents)
Ordinary 5,000.00 50.00
Member
(East
AfricanResidents)
Ordinary 15,000.00 140.00
Member(Foreign
Non-
residents)

15,000.00 140.00

11,200.00 105.00

8,950.00 85.00

11,200.00 105.00

15,000.00 140.00

D. APPLICATION FOR ANNUAL LICENSE (r. 12)

CATEGORIES NATIONALITY

Category “C” — Ordinary Member

Composite services (Kenyan Resident)
Ordinary Member
(Kenyan Non-
residents)
Ordinary
Member(East
African Residents)
Ordinary Member
(Foreign Non-

residents)
Category “A” -Audit Ordinary Member
and assurance (Kenyan Resident)

Ordinary Member
(Kenyan Non-
residents)
Ordinary
Member(East
African Residents)
Ordinary Member
(Foreign Non-
residents)
Category “T" — Ordinary Member
Taxation services  (Kenyan Resident)
Ordinary Member
(Kenyan Non-
residents)

KSH.

21,200.00

18,950.00

21,200.00

39,875.00

18,700.00

16,450.00

18,700.00

30,000.00

16,200.00

13,950.00

30,000.00 280.00

16,200.00 155.00

13,950.00 135.00

16,200.00 155.00

30,000.00 280.00

usD

195.00

180.00

195.00

370.00

175.00

160.00

175.00

280.00

155.00

135.00
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Category “M’-

Ordinary
Member(East

16,200.00

African Residents)

Ordinary Member
(Foreign Non-
residents)
Ordinary Member

30,000.00

16,200.00

Accounting controls (Kenyan Resident)

and consulting

Ordinary Member
(Kenyan Non-
residents)
Ordinary
Member(East

13,950.00

16,200.00

African Residents)

Ordinary Member
(Foreign Non-
residents)

30,000.00

155.00

280.00

155.00

130.00

150.00

280.00

[Subsidiary]
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FOURTH SCHEDULE

[r. 11]

CRITERIA FOR ISSUANCE OF PRACTISING FORMS

NATURE OF PERIOD OTHER

CATEGORY

S/ NO

REQUIREMENTS

(a) Has

INSTRUCTION(S)

Performing
Audit and

a) Three (3)
years as a

Composite
Practising

obtained forty
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Certificate -
Category “C”

2. Audit and
Assurance
Practising
Certificate —
Category “A”

Assurance,

Controls and
Consulting.

Performing
audit and
assurance
services on a
full time basis

[Subsidiary]

member of the (40) CPD hours
Tax, Accounting Institute in good annually for

standing;

(b) Five (5)

years’ full-time
experience;

(c) Seven
(7) years’

experience on
part time basis.

(a) Three (3)
years as a

the last three
(3) years in
accordance
with the
Institute’s CPD
policy;

(b) Has
attended a
minimum

of three (3)
relevant
mandatory
trainings in
accountancy
as determined
by the Council
within the

last one year
prior to the
application for
a license as
directed by the
Institute;

(c) Is in good
standing;

(d) Foreign
nationals
should possess
valid work
permits;

(e) undertake
an annual
ethics training
course and
exam;

(f) be held

to a high
professional
standard in
compliance with
the Institute
Code of Ethics.
(a) Has
obtained 40

member of the CPD hours
Institute in good per year, in

standing;

accordance
with ICPAK’s
CPD

119



No. 15 of 2008

Accountants

[Rev. 2022]

[Subsidiary]

Tax Practising Performing

Certificate —
Category “T”

taxation
practices

(b) 5 years’
full time
experience;
(c) 7 years’
experience on
part time basis

(a) Three

(3) years as
an ordinary
member in
good standing;
(b) Three

(3) years’
experience
performing
taxation full
time;

(c) Five

(5) years
experience on
part time basis.

Guidelines,

in the years
prior to the
application for
a practicing
certificate;

(b) Has
attended a
minimum of
two (2) relevant
mandatory
trainings in
accountancy as
determined by
the Council;

(c) Foreign
nationals
should possess
valid work
permits;

(d) undertake
an annual
ethics training
course and
exam;

(e) be held

to a high
professional
standard in
compliance with
the Institute
Code of Ethics.
(a) Have
obtained 40
CPD hours

per year, in
accordance
with ICPAK’s
CPD
Guidelines,

in the years
prior to the
application for
a practicing
certificate;

(b) Has
attended two
(2) relevant
mandatory
trainings in
accountancy as
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Accounting,
Controls and
Consulting
Practising
Certificate -
Category “M”

Performing any (a) Three
of the following (3) years as

Accounting
services:

(a) Financial
Management;
(b) Public
financial
management;
(c)
Management
accounting;
(d) Advisory
services; and
(e) any other
services as
envisaged
under the
definition of
accountancy

an ordinary
member in
good standing;
(b) Three

(3) years’
experience
performing
accounting,
controls and
consulting full
time;

(c) Five

(5) years
‘experience on
part time basis

[Subsidiary]

determined by
the Council;

(c) A licensed
tax agent as
envisaged
under section
19 and 20

of the Tax
Procedures
Act 2015 and
Tax procedures
(Tax Agents)
Regulations,
2018;

(d) Foreign
nationals
should possess
valid work
permits;

(e) undertake
an annual
ethics training
course and
exam;

(f) be held

to a high
professional
standard in
compliance with
the Institute
Code of Ethics.
(a) 40 CPD
hours per year,
in accordance
with ICPAK’s
CPD
Guidelines,

in the years
prior to the
application for
a practicing
certificate;

(b) Has
attended
relevant
mandatory
trainings in
accountancy as
determined by
the Council;
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services in (c) Foreign

section 2(1) of nationals

the Act. should possess
valid work
permits;
(d) undertake
an annual
ethics training
course and
exam;
(e) be held
to a high
professional
standard in
compliance with
the Institute
Code of Ethics.

FIFTH SCHEDULE
Ir. 15]

ELECTIONS
A. Electoral System

1. The procedure for elections or voting shall be by use of an electronic voting system or a
manual system in case of failure, approved by Council and operated by the Institute.

2. A voting system may provide mechanisms to carry out any of the steps or processes from
the nomination of candidates to the final release of the results of the election and monitored
by the election panel.

3. Notwithstanding the paragraph (1), the Council may consider and approve outsourcing
of an elections electronic system to conduct the elections in the event the Institute electoral
system fails.

4. The outsourcing of the services for an elections electronic system shall be procured by
the Secretariat of the Institute, and the Secretariat shall keep the Council updated regularly.
B. Scrutineers Panel

1. At least five months prior to the Annual General Meeting, the Council shall constitute a
Scrutineers Panel comprising of four scrutineers one of whom shall be the returning officer,
taking to account regional and gender balance.

2. A person may be appointed to the Scrutineers Panel if such a person is a member of
the Institute in good standing.

3. The Scrutineers Panel shall be responsible for the authenticity, validity and integrity of the
voters’ register and shall have oversight over the electoral medium and electoral process.

4. The Returning Officer shall have super rights to the electoral system and will be in charge
and responsible for any changes in the electoral system, and will update the Council on
such changes.

5. A candidate, immediate family members of a candidate and their agents shall not be
eligible to become scrutineers.

6. For the purposes of sub-paragraph (5), the term "immediate family" includes a spouse,
child, grandchild, parent, grandparent, brother, sister, uncle, aunt, first cousin or adopted
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child and the child of his or her brother or sister or of his or her adopted child, and such
relations of the half-blood, or such child of such relations of the half-blood, as well as of
the whole-blood.

7. The Secretary to the Council, his or her nominee in writing, shall be an ex-officio member
of the Scrutineer’s Panel.

8. The election scrutineers shall be in charge of the election process without interference,
with the Secretary being responsible for administrative matters only.

9. The Returning Officer and any two of the scrutineers shall form a quorum.

10. The Returning Officer and the scrutineers shall be required to attend Council meetings
at which the nominations are opened.

11. The Scrutineers Panel shall regularly update the Council and the candidates on the
election process.

12. The term of the Scrutineers Panel shall be one-year renewable once at the discretion
of the Council and where possible, at least one member retained at any given period.
13. A vacancy in the office of a member of the scrutineers panel arises if such member —
(@) resigns the office by writing under his hand delivered to the Secretary to the
Council;
(b) dies;
(c) has the appointment revoked by the Council;
(d) is guilty of election misconduct;

(e) is adjudged bankrupt or enters into a composition or scheme of arrangement
with his creditors;

(f)  is convicted of an offence and sentenced to imprisonment for a term of six
months or more without the option of a fine;

(g) is found guilty of an act of professional misconduct under section 31 of the
Act, which in the opinion of the Council renders him unsuitable to continue
to hold office;

(h) becomes for any reason, including infirmity of body or mind, incompetent or
incapable of performing the functions of his office; or

(i) deserts duty.

14. For purposes of this paragraph, "deserts duty" means absconding from carrying out
the duties of the Scrutineers Panel by absenting himself for three consecutive meetings or
failing to carry out any other duty as may be assigned.

15. Any vacancy on the Scrutineers Panel shall be filled by a member appointed by the
Council.
C. Eligibility for a member to participate in the electoral process

1. A member of the Institute shall be eligible to vote, second or propose a candidate for
election of Council Chairman or member if such member —

(@) has paid annual subscriptions on the due date, for purposes of voting;

(b) has paid annual subscriptions on the due date and is in good standing, for
purposes of proposing, seconding or supporting a candidate for elections.

2. An Associate member, a trainee accountant or an Honorary member shall not be eligible
to participate in an electoral process.

3. Notwithstanding the paragraph (1), any member of the Institute who will have paid his
annual subscription at least thirty days before the election date shall be eligible to vote for
a candidate at the next annual general meeting.

D. Eligibility of Staff of the Institute to participate in the electoral process
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1. An employee of the Institute, who is a member and has paid up the annual subscription
fee on the due date, shall be eligible to vote at the annual general election.

2. An employee of the Institute shall not be eligible to vie for a Council position while in
employment with the Institute.

3. Upon exit from the Institute, an employee of the Institute shall not be eligible to vie for any
elective position of either a Council Chairman or member or any of the Committees of the
Council before the expiry of a period of three years from the date of resignation, retirement
or termination.

E. Nomination and Election of the Chairman of the Institute

1. A member seeking election as a chairman of the Institute shall be a person who satisfies
the requirements of Article 10 and Chapter Six of the Constitution of Kenya, 2010.

2. In accordance with section 1(1) of the First Schedule to the Act, a chairman of the Institute
will be elected by members and presented at an Annual General Meeting of the Institute.

3. All nominations for elections shall be completed on the official nomination form, which
will be obtained from the registered Office of the Institute, website or by written request sent
by email, or by post addressed to Institute’s registered office address.

4. The nomination paper must be signed by the nominee indicating his willingness to stand
for election and by a proposer, seconder and five supporters, all of whom must be members
of the Institute and in good standing.

5. Every completed nomination paper must be returned to the registered Office of the
Institute together with a personal information sheet and the candidate’s profile in such format
and containing such mandatory information as determined by the Council.

6. Duly completed nomination papers, personal information sheet and the candidate’s
profile must reach the Institute’s registered office fourteen days from the time the vacancy
in the position of chairman is declared. The nomination papers shall be forwarded in a
sealed envelope, electronic format or any other means on which should be clearly marked
"NOMINATION".

7. Any nomination paper not completed in accordance with the rules and procedures set
out in this Schedule shall be declared invalid.

8. All nominations for the position of chairman shall be opened at a Council Meeting.

9. The names and details of persons validly nominated to contest for the position of chairman
shall be dispatched to members.

10. Where voting is manual, the ballot paper to be availed to the eligible members at the
designated venue on the day of voting. Each eligible member shall vote for one nominee
for the position of chairman.

11. Any ballot paper with votes of more than one nominee for the position of chairman of
the Institute shall be declared invalid.

12. A candidate contesting for the position of the chairman of the Institute shall only be
eligible to vie for the position of the chairman.

13. A member serving on the Council and wishing to contest for the position of the chairman
shall resign and communicate to the Council before the vacancies are declared and such
resignation shall take effect at the next Annual General Meeting.

14. For avoidance of doubt, the vacancy left by the member to contest the position of the
chairman shall be declared vacant on the date of resignation and another member shall be
elected to fill the vacancy at the next elections and presented to the members at the Annual
General Meeting of the Institute.
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15. Where only one candidate is validly nominated for the position of chairman of the
Institute, the Returning Officer shall declare that no elections for the position of chairman
shall be held.

16. Where a declaration has been made in accordance with paragraph 15, the Returning
Officer shall declare the candidate validly nominated for the position of chairman of the
Institute duly elected for the position unopposed and shall present such candidate as the
chairman of the Institute at the Annual General Meeting.

17. Where a candidate is elected to the position of a chairman unopposed, such a candidate
shall assume office after presentation at the Annual General Meeting.

18. A person who has previously served a full term as chairman of the Institute, shall not
be eligible to contest the position of chairman or council member in all subsequent Council
elections.

F. Nomination and Election of Council Members

1. A member seeking election as a Council member shall be a person who —
(@) has been a member of the Institute in good standing;

(b) satisfies the requirements of Article 10 and Chapter Six of the Constitution;
and

(c) has not been disqualified under the Second Schedule of the Act.

2. All nominations for election of the Council members must be completed on the official
nomination form, which will be obtained from the Institute’s office, electronically, or by written
request by post to the Institute’s registered office address.

3. The nomination paper must be signed by the nominee indicating his willingness to stand
for election and by a proposer, seconder and five supporters, all of whom must be members
of the Institute in good standing.

4. Every completed nomination paper must be returned together with a brief profile of the
nominee which shall be provided in such format as determined by the Council.

5. A member of the Institute can only support nominations for a number not exceeding the
number of vacancies on the Council.

6. Duly completed nomination papers must reach the Institute’s registered office not later
than fourteen days from the time the vacancy in the position of member of the Council
is declared. The nomination papers shall be forwarded in a sealed envelope or electronic
format or any other means on which should be clearly marked "NOMINATION".

7. Any nomination paper not completed in accordance with the rules and procedures set
out in this Schedule shall be declared invalid.

8. All nominations for the Council member position shall be opened at a Council Meeting
and names and details of persons validly nominated to contest for the position of member
of the Council will be dispatched to members.

9. Where voting is manual, the ballot paper shall be availed to the eligible members at the
designated venue on the day of voting.

10. Where the number of vacancies on the Council is equal to the number of candidates
validly nominated to contest the position of member of the Council, the Returning Officer
shall declare that no elections for the position of member of the Council shall be held.

11. Where a declaration has been made in accordance with paragraph 10, the Returning
Officer shall declare the candidate validly nominated for the position of Council member duly
elected for the position unopposed and shall present such candidates as Council members
at the annual general meeting.

12. A candidate contesting for the position of Council Member shall only be eligible to vie
for the position of Council Member;
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13. Where a candidate is elected to the position of a Council member unopposed, such a
candidate shall assume office after presentation at the annual general meeting.
G. Voters and Campaign Register

1. The Council shall prepare the campaign and voters’ registers.

2. The campaign register shall consist of all members of the Institute at the commencement
of each campaign year.

3. The Council shall request for consent from members to avail their details to the candidates
prior to the commencement of the campaign period and upon being obtained, the campaign
register consisting of names of all members, telephone and e-mail contacts of consenting
members shall be availed to the candidates before the commencement of the campaign
period.

4. The voters’ register shall consist of all members eligible to vote and the register shall be
availed to members at the close of the voters’ register.

5. The Council will facilitate an electronic scrutiny of voter details by the members at least
twenty one days before the close of the voters’ register.

6. The voters’ register shall close thirty days before the next Annual General Meeting and
the members therein shall be eligible to vote provided that the members have fully paid up
their subscriptions and are in good standing.

7. A member who makes payment after the close of the voters’ register and thirty days
before the election of Council members presented for election during that year and at the
annual general meeting shall not be eligible to vote.

8. The Scrutineers Panel shall inspect the register for authenticity, validity and integrity
immediately after the close of the register but not later than fifteen days after closure of the
voters’ register.

9. The approved nominated candidates shall have a right to inspect the voters’ register not
later than thirty days after closure of the voters’ register and upon closure of the register and
validation of the register by the Returning Officer.

H. Campaign Forums

1. Atleast two campaign forums shall be organized each year after the close of nominations,
one of which will be held at a national event of the Institute to be determined by the Council.

2. Where a candidate does not avail himself or herself at the designated national events
under paragraph (1), such candidate shall not be accorded an alternative event.

3. A candidate shall notify the Council in writing of his intention to attend at least seven days
before the date scheduled for the campaign forum.
4. The campaign forums shall be conducted as follows —

(@) amember of the Institute shall be eligible to attend the campaign forums and
will be required to enroll at least forty-eight hours before the event;

(b) during the forums, each candidate will be assigned a space to display his
election materials within the venue of the forums, where appropriate;

(c) the media shall not be invited in the forums when the candidates are
presenting themselves to the members;

(d) the Returning Officer or a person designated by the Returning Officer in
writing shall chair the forums;

(e) the proceedings of the forums shall be recorded and uploaded on the
Institute’s website or any other media during the campaign period,;

() the speaking sequence of the candidates will be determined alphabetically
using the first name of the candidates; and

(g) each candidate will be given equal time to present their campaign message.
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I. Campaign period

1. The campaign period shall commence twenty-one days before the date set for voting
and end forty-eight hours before the commencement of voting period.

2. The Council may vary the campaign period by a period not exceeding seven days.
J. Voting

1. The voting process shall be allocated a maximum of three working days which shall be
at least seven days before the next Annual General Meeting.

2. The sequence of names of the candidates shall be determined alphabetically using the
first name of the candidates at all times.

3. A member of the Institute shall be entitled to one vote for each vacant position on the
ballot.

4. The voting process for a member of the Institute shall be complete upon a voter casting
their vote for the vacant positions on the ballot in accordance with paragraph 3.

5. The Secretary to the Council shall not later than thirty days before the Annual General
Meeting send a ballot paper electronically or by post to every member whose subscription
for the current year shall have been paid.

6. The ballot paper shall be in such form determined by the Council and shall include names
of the validly nominated candidates and a space on which a vote for each candidate shall
be marked.

7. The Council shall send to each eligible member identification credentials for use during
the voting process.

8. The vote by each member shall be cast by selecting a preferred candidate in the case of
an electronic vote or placing a tick ( ) or a cross (X) or any other mark in the space provided
against the preferred candidate.

9. In the case of a manual vote, —

(@) every eligible member shall —

(i) present his or her identification credentials to the Returning Officer at
the designated polling station approved by the Council;

(i)  beissued with ballot papers, upon the returning officer being satisfied
that the identification credentials are valid;

(i)  cast his or her vote and place his duly filled voting paper in the ballot
box;

(b) the returning officer shall —

(i)  keep all ballot papers returned unopened in a sealed ballot box in the
designated polling station approved by the Council;

(i)  open and count the ballots in the presence of the candidates or their
duly authorized representative who may wish to witness the opening
and the counting of votes;

(i)  declare the results of all the candidates in that polling station and

transmit the results in the manner determined by the Council to the
designated national tallying centre approved by the Council;

(iv)  sign the final tallying sheet in the presence of the candidates or their
duly authorized representative; and

(v) transfer the sealed ballot boxes to the designated national tallying
centre approved by the Council.

10. The Secretary to the Council shall keep in safe custody all returned voting papers for
at least thirty days unless there is an appeal against the elections process.
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11. The Secretary to the Council shall keep all the returned ballot papers in a sealed box in
the Institute’s registered office. The ballot box shall have two locks. The keys to one lock shall
be kept by the Returning Officer and those of the other lock by the Secretary to the Council.

12. An appeal on the election process by a candidate or an eligible member may be lodged
within seven days after presentation of the duly elected candidates at the Annual General
Meeting.

13. The Scrutineers Panel shall reconcile all the unused ballot papers and present a report
to the Council.

14. The counting of votes shall be done by the Returning Officer at the designated polling
station approved by the Council in the presence of candidates or their agents:

Provided that where the candidates or their agents are not present, the Returning Officer
may invite any full member present to witness the opening and tallying on their behalf.

15. In the event of an equality of votes, the tie shall be resolved by conducting a run-off for
the lead tying candidates, as follows —

(@) the Returning Officer shall declare a run-off election and candidates within
forty eight hours after vote tallying or declaration of interim results;

(b) The Returning Officer shall announce the run-off election dates, provided that
the run-off election is held seven days before the Annual General Meeting;

(c) The Returning Officer shall share the ballots within seven days after the
announcement of run-off election dates;

16. The procedure for elections and declaration of results in a run-off election shall be as
set out in paragraph 9 of this Schedule.

17. Any candidate or authorized representative can make a request for a recount of votes
with verifiable facts and reasons, before the presentation of validly elected candidates at
the Annual General Meeting.

18. The decision of the Returning Officer whose decision on the matter shall be provided
within seven days and shall be final.

19. Upon approval by the Returning Officer, a recount shall be conducted within twenty
one days.

20. In the event that the Returning Officer upholds the initial results, the Returning Officer
shall announce interim results pending declaration of the duly elected candidate during a
special Annual General Meeting.

21. In the event that the Returning Officer nullifies the initial results, the Returning Officer
shall announce interim results pending declaration of the duly elected candidate during a
special Annual General Meeting:

Provided that the Special Annual General Meeting is conducted thirty days after the
Annual General Meeting soon as the voting papers have been examined and the results
of election ascertained.

22. The decision of the Scrutineers Panel shall be final, and the voting papers shall be
closed under the seal of the Scrutineers Panel and shall be retained by the Secretary to
the Council for at least thirty days after the Annual General Meeting, after which they may
be destroyed.

The report of the Scrutineers Panel on the elections and the results thereof shall be
presented and read by the Returning Officer and confirmed by the Annual General Meeting
at the designated venue.

The elected members shall commence their terms of office after the confirmation of the
report of the scrutineers panel at the annual general meeting.
K. System Control
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1. The access to the voting system shall be limited to the Scrutineers Panel with proper log
in controls in place, with clear audit trail retained.

2. Where necessary, access to the voting system shall be by more than one member of the
Scrutineers Panel logging in at any given point, with the Returning Officer being mandatory
and any other scrutineer.

3. Any changes to the voting system during elections initiated by the system’s administrator
can only be effected with the approval of the Returning Officer, who shall keep a record
showing all the approvals granted during the electoral process.

L. Code of Conduct

1. A candidate shall sign the election code of conduct set out in this Schedule after the
completion of nomination process.

2. Staff of the Institute shall sign an election code of conduct set out in this Schedule.
M. Settlement of Election Disputes

1. A person who is aggrieved by the results of an election may, within seven days after
the Annual General Meeting in which the presentation of the results of the election is made,
lodge a written complaint with the Secretary to the Council for determination.

2. A complaint shall contain all the facts and evidence relied upon and shall set out election
regulations and guidelines alleged to have been contravened.

3. The Secretary to the Council shall acknowledge receipt of the complaint lodged under
paragraph 1 and submit the complaint to the Council within two days of receipt of the
complaint.

4. The Council shall, within seven days of lodging the complaint, convene an ad-hoc appeals
committee to review the complaint in accordance with the Act and these Regulations.

5. A dispute concerning an election or election results under this Part shall be heard
and determined within fourteen 14 days from the date of convening the ad-hoc appeals
committee.

6. The decision of the ad-hoc appeals committee shall be final.

7. Notwithstanding paragraph 6, a person who is aggrieved by the decision of the ad-hoc
appeals committee may appeal to the High Court.

Part 2 - ELECTION CODE OF CONDUCT OF THE INSTITUTE
THE INSTITUTE OF CERTIFIED PUBLIC ACCOUNTANTS OF KENYA
ELECTION CODE OF CONDUCT

e Confirm that | am desirous of contesting

in the elections to be held on ... for the position of ................ having
been validly proposed by ................ Membership NO.........ccccoiiiiniine. and seconded
DY Membership NO .........ccccceeiiiiiieennis

AND the following members of the Institute

With a view of maintaining a healthy and peaceful atmosphere during the election
process and for ensuring a free and fair election, the Election Code of Conduct for
observation by the candidates and their authorized representatives is hereby notified to all
concerned.
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The Election Code of Conduct contains instructions and norms to be followed by
candidates and their authorized representatives, supporters and members during the entire
election process.

The Election Code of Conduct shall be in addition to that prescribed by the Accountants
Act and shall come into force from the date of issue of the election notification by the
Returning Officer.

In conformity with the Accountants Act, | do solemnly declare that | and my Agents will
subscribe and observe all provisions of the Election Code of Conduct and in particular to—

1. Promote the ideals of the Institute of Certified Public Accountants of Kenya, in a fair,
truthful and transparent manner.

2. Avoid, condemn, prevent violence and intimidation or abusive language or words that
will disparage the conduct of my opponents or opposing candidates.

3. Instruct my agents, supporters, campaigning teams and members of the Institute who
have nominated me to respect the Election Code of Conduct by avoiding violence and
intimidating or abusive language.

4. Avoid all activities, which are corrupt practices, such as providing incentives to voters,
intimidation of voters, giving gifts to voters etc.

5. Respect and affirm all the rights of all participants and supporters of opponents in the
election —

(@) to express divergent opinions.

(b) to debate and contest the policies and programmes of other candidates in a
positive manner without causing bad blood or ridiculing them.

(c) to canvass freely for support from members of the Institute.

6. To comply the Public Order Act (Cap. 412B), when holding meetings and General
campaigns.

7. To refrain from distributing derogatory and defamatory notices, literature or and other
campaign materials in whatever medium.

8. To promote free and fair campaigns by all lawful means.

9. To co-operate with the Secretariat and other relevant institutions and other authorities in
the investigation of issues and allegations arising during the election period.

10. To avoid any corrupt tendencies like bribing the voters to boycott the elections and
attempting to manipulate the voting system.

11. To refrain from —

(8) impeding the right of any candidate, canvassers and representatives to
access members for purposes of voter education, canvassing for votes and
soliciting support for election;

(b) publishing or repeating false, defamatory or inflammatory allegations
concerning any person connected with the election and defaming the
character of contestants;

(c) any attempt to abuse a position of power, privilege or influence, including any
offer of reward or threat to refuse to pay a penalty properly imposed by the
Secretariat for errant behaviour by me or my supporters during campaigns
and voting;

(d) and deter my supporters and agents from conducting campaigns and
speeches in any Continuing Professional Development forums of the Institute
before and during the election period.
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12. To avoid, eliminate and stop plagiarizing the opponent’s messages, posters and
discourage and prevent the removal, disfigurement or destruction of campaign materials of
any contestants.

13. To restrain members who knowingly or by design use derogatory and defamatory
communication or material, literature or and other campaign materials in whatever medium.

14. To avoid —

(@) any discrimination based on age, race, gender, tribe or place of origin or
residence or other local connection, political opinion, colour, creed or sex in
connection with the election activity;

(b) to avoid sponsorship to any Institute forums by a candidate or by the
employers of the candidates.

15. To acknowledge the Secretariat’s authority in the conduct of election, ensure the
attendance and participation of representatives at meetings of any Returning Officer and
other forums convened by the Secretariat in dispute resolution, respect and honor fines or
any condition imposed on my candidature due to misconduct and unbecoming campaign
behaviour by me or my supporters during campaign for votes.

16. To facilitate the Secretariat’s right of access through the Returning Officer, Election
Panel and other official observers and other representatives to all public meetings or other
electoral activities and co-operate in the official investigation of issues and allegations arising
during any election period.

17. To take reasonable steps to discipline, stop and control my agents, employees,
candidates, members and supporters from infringing this Code, engaging in activities of
commission or omission which amount to offences under the electoral laws or otherwise
for not observing this code or contravening or failing to comply with any provision of the
electoral laws.

18. Without prejudice to any other rights, to accept the final outcome of the election and the
Returning Officer’s declaration and certification of the results thereof.

19. Not to give interviews other than those given in a non professional capacity to a
newspaper or electronic media.

20. A manifesto or circular issued shall conform to the following requirements in the interest
of maintaining dignity in the election, namely —

(@) a manifesto or circular shall contain information regarding the candidate
himself and shall not make any reference, directly or indirectly, to any other
candidate;

(b) the distribution of a manifesto or circular shall be restricted only to the
members of the Institute;

(c) a certified copy of such manifesto or circular shall be sent to the Returning
Officer vie email within two days after its issue.

21. In the event of having any specific complaint or problems regarding the conduct of the
elections, the matter to be first reported to the Returning Officer for determination. In so
determining, the Scrutineers Panel shall consider the matter and the decision of the Panel
shall be final. Any candidate who contravenes the Election Code of Conduct during the
election period and who shall in the conduct of elections bring the Institute into disrepute
shall be subject to the Institutes Disciplinary Process.

22. Notwithstanding paragraph 9, where, in the opinion of the Returning Officer and on
sufficient presentation of evidence, | or my supporters and agents have contravened or the
members nominating me has contravened or infringed on any of the provisions of this Code,
| will be liable to have committed an electoral offence and may be liable to the following
penalties or may be disqualified from the elections or both.

(i) Afine as follows—
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(&) any penalty for breach of the elections code of conduct by the candidates and
or their agent for any of the election’s offences for the position of Chairperson
attracts a maximum fine of upto Ksh 100,000;

(b) any Penalty for breach of the elections code of conduct by candidates and
or their agents for the position of Council member attracts a maximum fine
of upto Ksh. 100,000.

(i) Be warned from holding any public meetings, campaigns or meeting the
voters during the election period.

(i)  Be barred from participating in the current and future elections

(iv)  The members nominating the candidate may also be cautioned, warned, be
fined or barred from participating in any future elections.

L e have read the Code and confirm that | have
understood the contents of this code of Conduct, declare that | respect and abide by all the
conditions of the Code and to that end promise to undertake objective and mature campaigns
free from coercion, abusive language and violence.

So, help me God.

Signed by the said

Name of Candidate ..........cooiuiiiiiii
Membership NO. ...
SIgNAtUre ..o

In the presence of Returning Officer

THE INSTITUTE OF CERTIFIED PUBLIC ACCOUNTANTS OF KENYA ELECTION
CODE OF CONDUCT FOR SECRETARIAT STAFF

A. Introduction

1. The following Code is meant to act as a guide to the Secretariat in understanding their
responsibilities to the Council and to the Institute generally in relation to the elections. It
is made in furtherance of good corporate governance within the Council, Secretariat and
adherence by candidates, in the administration of respective duties and activities in the
electoral process.

2. The Code of Conduct is binding to the Secretariat. It will be enforced by the Institute,
whose working procedure will be regulated by international best practices and the provisions
of this Schedule.

B. Secretariat

1. The Secretariat shall be independent, non-partisan, impartial, transparent and base itself
on democratic election principles.
2. The Secretariat is obliged to abide by the following —

(@) exercise authority based on this Schedule;

(b) behave and act in a non-partisan and impartial manner;

(c) actin a transparent and accountable manner to ensure quality of service to
voters and contestants in accordance with the professional standards of the
Institute;

(d) serve voters in exercising their rights;
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(e) not get engaged in conflicts of interest (the Secretariat shall not cause
or facilitate the sending of emails, unsolicited sms and other forms of
communication which is not formally presented and sent through the Institute
laid down structure);

()  notinfluence or communicate in a partisan manner with voters (no sharing of
members information, database or contacts to candidates unless through a
formal channel from the Secretariat).

C. Basic Principles in the Electoral Code of Conduct for Secretariat

The Secretariat is obliged to abide by the following —

(@) not be involved in personal activities that might generate a sympathetic or
antagonistic attitude towards particular candidates, contestants or others with
particular candidate affinities;

(b) avoid acts of omission or commission that would have a negative effect on
the conduct of the election activities and avoiding interventions by members;

(c) not wear, carry or display symbols, signs or attributes which clearly identify
partisan attitudes to contestants or voters

(d) not make open public statements that are personal attacks on candidates or
contestants;

(e) notgetinvolved in any official or unofficial activity, including personal activity

(f)  use of Institute’s database, unsolicited sms, blogs and twitter), which has the
potential to raise a conflict of interest.

(f)  abide by this Schedule.
D. Mandatory Provision

This Electoral Code of Conduct is stipulated, to be fully adhered to and implemented.
E. Penalties

Notwithstanding paragraphs C (b) and (c), where, in the opinion of the Returning Officer
and on sufficient presentation of evidence, | have contravened or infringed on any of the
provisions of this Code, | will be liable to have committed an electoral offence and may be
liable to the following penalties or disciplinary action from the Scrutineers Panel or both.

1. Afine as follows:
* penalty for breach by Secretariat is Ksh 60,000

2. Disciplinary action for breach of election code for which a warning letter will be issued.
In the event that more than one warning letter is issued for the electoral offences the staff
will be construed to be unfit to hold any office at the Secretariat.

F. Declaration

I have read and understood the provisions
in the Electoral Code of Conduct as stipulated and commit to fully abide by it. | will also
take responsibility for non-adherence to the Code of Conduct as stipulated and agree to the
resulting consequences a result of the breach as provided in this Schedule.

Signature Date:

Annexure
Sample Personal Identification Form
Appendix Ill: Proposed Candidates Profile for Circulation to Members

THE INSTITUTE OF CERTIFIED PUBLIC ACCOUNTANTS OF KENYA CANDIDATES
VALIDLY NOMINATED FOR COUNCIL ELECTIONS, YEAR 2021

COUNCIL POSITION
PHOTO
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PERSONAL DETAILS
FUIllName: CPA ...t

Professional & Education Qualifications:

Profile

Suitability for Council Election

SIXTH SCHEDULE
[r. 14]

FEES FOR ACCESSING THE REGISTER

1. The Institute shall charge a fee for specified requests to access its register or any of
its publications in bulk, as specified in this Schedule.

2. Subject to section 28 of the Act, a person who makes a request for access to a record
shall pay an application fee of Kshs. 500.00 at the time the request is made.

3. Where applicable, a fee for reproduction of the record or part thereof is applicable and
shall be calculated in the following manner —

(a) for every photocopy of an A4-size page or part thereof at Kshs. 20.00 per page;
(b) for every printed copy of an A4-size page or part thereof at Kshs. 25.00 per page;
(c) where information is held on a computer or in electronic or machine-readable form for
a copy in a computer-readable form on —
(i) stiffy disc Ksh. 50.00 per mb; and
(i)  compact disc Ksh. 300.00 per mb;
(i)  the actual cost of the medium as determined by the Council.

(d) where information is held in visual images —

(i)  for transcription of visual images, for an A4-size or part thereof Ksh.200.00
per mb; and

(i)  for a copy of visual images Ksh. 500.00 per mb.

(e) where information is held as an audio record —
(i) for a transcription of an audio record, for an A4-size page or part thereof
Ksh.100.00 per mb; and

(i)  for a copy of an audio record Ksh. 150.00 per mb.

4. Where the record requested pursuant to sub-regulation 14 (a) requires in excess of two
hours that is spent by an employee of the Institute on search and preparation, the applicant
in addition to the fee prescribed in paragraph (1) shall be required to pay in the amount of
Kshs. 2000.00 per person per hour for every hour worked.
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5. The Institute and the Examinations Board charge such fee for specified publications
as per the product catalogue available on their respective websites.

6. The applicant shall pay postal fees where a copy of a record is required to be posted.
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